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MANAGEMENT CONTROL POLICY 
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‘Reshaping Management n 
to keep In Step With the Times | 


4j 


In businesses that are not completely absah <3 
in Government work the problems of carrying — i) 
on are many and difficult. New, more modern | 
and "tig£hter-up" methods of control are essen- 
tial, especially in smaller businesses that have | 
not the resources of bigger concerns, 
Probably the two weakest spots in the aver 
small manufacturing firm are costing and s 
control. On these two functions depend w z 
issues that affect, directly or indirectly, A 
every phase of the business from the Mosen i 


point of view. 3 ^8 


USINESS no longer runs along 

paths of more or less smooth 

tradition and routine. On the 
contrary, their progress — their 
existence even—is beset by a multi- 
tude- of hazards, most of them 
unfamiliar and all of them liable, in 
very short order, to knock the sides 
out of even the most carefully built 
organisation. 








These Four Factors Are Now 
Urgently Wanted 












To guard against such surprises By J. B. GRAHAM E 
r . à ; MAC CO» 
(aS far as it 1s possible to guard 3 ifs % 
Af - J th i 4 f -—. ? 
against them) the factors demanded North. British Rayon Lid * 
of management can be roughly stated 6 as 
as follows :— controls and restrictions, the injunc- "stay put," Le 
1, Much: closer touch with every tions that compel or forbid with Among these many businesses thats 


aspect and activity of the business. which it is hedged round have must carry on along their more: 
2. A more complete understanding demanded of the managing executive less normal lines those that hnd 


of all its operative factors. either that he displays a quite new most difficult are the small and Small ys 
3. Ability to read the significance kind of quality, or that he takes a medium size concerns : those em Mou 

of these factors in relation to con- pretty severe jolt—if no worse, ing up to, say, 200 workpeople. A 

ditions of the moment and those The businesses I refer to, of 

imminent. course, are those not monopolised by Scientific Management is Not — fes 
4. Ability to make quick, accurate Government contracts for essential Monopoly Of Big Concerns 

decisions. war materials. | mean the businesses “a 
Whatever. was said in peace time (and there are hundreds of them) By the heads of businesses such as ha 


in favour of making quick decisions that must peg away on their own these the term ‘scientific management’ K 
can be repeated today with at least initiative and responsibility supplying is often shunned on account of a 
double emphasis. In peace time the what they can of their old markets belief that it necessarily involves ^ 
average business had always a certain. at home and looking for new outlets great expense, But scientific manages 


amount of momentum that would overseas. ment ts the only thing that today cam) 
catry it along even if important The full-time war contractors are tighten-up cont make .if more 
decisions were not always so accurate in different case. Behind them are vital, cut out tim@{lag and delays 
Or so quick, resources that need not enter into. compensate for short or inexperienced i 
Today, the business has nó such immediate consideration. They know staff and generally maka the organis- n 
momentum. It operates, almost few, if any, of the difficulties that ation more “alive.” | Zu 


" ! e'g a 
literally, from day to day. The beset the manufacturer that must i not -stufi 
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: oss goes a ee Rau d eie 
the right sort of word. 

| this war can be attributed one 
e. It is certainly making people 


Ex is breaking oe: Hose 











NCE the war bank advances hay 
creased by about £50,000,000 
the fact that banks are now lending 
freely for the finance of war producto 
Clearly there has been a big change” 
he nature of bank loans, due partly to 
war-time contraction of many forms 
of activity which used to rely on bank 
“The: éharacter of die new loans is tò- 
‘of greater interest, Some time ago 





jls, 
cen 


as much as raw materials, machine, 
or labour, Actually this need has nol 





nd Aircraft Production. But instead of 
ing on the normal pre-war sources of 
. "^. new capital, reinforced perhaps by their 
Of own guarantee, they are making use of 
y the banks. 





How To Apply 





The procedure, which perhaps is not 
known widely enough, is that a manu- 
.. facturer engaged on war work applies for 
additional finance first to his local bank 
manager. In most cases the finance will 
-be readily forthcoming, but if the manager 
has any doubt he refers the application to 
his Advance Department at head office in 
he normal way. 
^ Special sections of the Ministries con- 
cerned are in. continuous contact with the 
Advance Departments of all the leading 
banks. They can at once link up any appli- 
cation for a loan with the contract for 
which the new finance is required. Equally 
they make it their business to "vet" the 
applicant firm from the standpoint of its 
ability to manage its financial affairs, just 
as other sections of the Ministry have 
already- vetted the firm's technical ability. 

In this way a banker's doubts can often 
be resolved. But «this procedure also 


raises another very important point, 





























‘ ould 7 pu 
agement all 
qua td 


the "Sine light 
it should : 


-agement. The basic rule is that no factory 
or machine-tool must be allowed to stand 


ive “close aed 
F 1 Vit mes | if the Caer. is in- 


Ors listed 









had formerly of getting a really fir: 


Mone y 
| Fo or the Expansion Of 


iggested that our industries needed an. fa 
adequate supply of working capital, just 


f overlooked. by the ministries of Supply | 


namely, the capacity of each firm's man- . 


due to the ¢ excess of Cremant eee 


FP the executive : 
far better chance th 


hand knowledge of ‘What goes on, 





In a score of ways the bits of e 
information and experience picked. E 


up in such personal association with 
the practical side of his organisation 
will help the executive tremendously 
in his job of forming and carrying 
out his policies of management. 








‘our Busine.. 


By NORMAN CRUMP, City Editor, Souda di imes” 


resort, the Ninety has power to requisi- 


tion machine-tools or factories—that is, to | 


oust the old management altogether. The 
better and usual course is either for the 
Ministry to introduce its own representa- 
tive or to invite the lending bank to do so. 
The presence of a new "Watch-dog" of 
this kind helps to ensure financial stability. 


On the other side of the picture, a firm 


whose war work in growing is enabled 


to rent additional machine-tools and even 








dificulty of raising fresh capital 
emporary war need. 


e. This means that at the end of the 


war contracts will be terminated gradu- 
ally and not abruptly, so that a manufac- . 


turer and his creditors will not be left 
high and dry, 

All this raises several important points. 
First, it. throws on the Ministries con- 
cerned the onerous duty of forming a 
panel of capable: managers, who can be 


used to strengthen existing businesses on. 
the technical and financial side. Such men 
must have a high degree of tact as well 


as the highest professional qualifications. 


Next the Ministries are relying entirely 
on the banks for the provision of the 


necessary finance, This is an ad hoc ex- 
 pedient, for it is not normally a bank's 


Job to provide a customer with more than 
a certain amount of working capital, From 


the more general aspect it means that the 


war industries are obtaining much. of 
their new capital not from accumulated 
savings, but from an expansion of bank 
credit, 


Less Private Money Available 
a ORDRE ECKE NEMO ERE NDA CUN 


This is probably inevitable, for the pre- 
war frivate sources of capital have 
largely dried up, and many of the sub- 


contractors in munitions production are 7j 
too small to warrant public capital issues, | 


even 1f the Treasury consented. Yet it 
means that the expansion of credit due to 
to war goes beyond any direct expansion 


ry-space and land. This again gets - 


Ys contracts to-day contain a “break” 
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Bureaucrazy 
Uber Alles 


ITH animation and pride a Board 

of Trade official at a recent press 
conference said that the Government 
had carried out in a month a Census 
of Production and Employment among 
20 industries before determining the 
new quotas allowed under the limita- 
tion of Supplies Order. 

“Usually,” said he, “such a census 
takes two years.” 

Well, if the job could really be done 
in a month it doesn’t say much for the 
procedure that formerly occupied two 
years. But bureaucrats rush in where 
business men might fear to tread—with 
the inevitable result. The series of 
quotas rushed through in a month bear 
little relationship to the production 
quotas of the factories affected. 

Manufacturers have to work ahead, 
sometimes many months ahead. They 
therefore had to make “intelligent 
guesses” at the unpredictable decisions 
of Whitehall. They anticipated quotas 
similar to those enforced previously. 
When the new quotas, drastically cut, 
were announced however, many firms 
found they had seriously over-pro- 
duced, 

Any office boy could have told the 

Board of Trade that it is useless to 
announce a quota to manufacturers at 
a notice of a few weeks, At best it is 
silly and wasteful; at worst, it is 
ruinous. 
_ The B.O.T. man did say that the 
Government realised the position and 
that the next quota list will be issued 
"in good time.” But so did the Govern- 
ment back in the summer tell the people 
of Southern England that, come winter, 
plenty of coal would be on hand. The 
bureaucrat’s idea is not the same as 
the business man's idea of getting 
something done “in good time." 


NE small help to manufacturers is 

that the Government will allow 
them to distribute stock to “ware- 
houses" in. any part of the country. 
That'll allow some clearance of stock- 
rooms at the factory. But on no account 
must the goods be distributed and in- 
voiced to dealers in anticipation of the 
next quota period, 


Censor 
Your House Organs 


D9NT help the enemy by publishing 
bulletins about former members of 
your staff now in the Services. 
This, in effect, is the warning given 
recently in Chatham Garrison Orders. 
The order says that a number of 
firms have been writing to past em-. 
ployees, now in/the Army, asking for 
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detais of their activities. 


"This information is often collated 
and circulated in the form of bul- 
letins, house organs or news letters 
to past and present employees, 

"Although the motives of these 
firms are not questioned, and it is 
understood that members of a firm 
should wish to keep in touch with 
each other, such billetins constitute 

a dangerous source of leakage of 

information, and would be of value 

to the enemy if they fell into the 
wrong hands. 

"In future only the very briefest 
information is to be given, and this 
must be submitted by a soldier to his 
commanding officer before it is for- 
warded to the firm." 


Editors or other executives respon- 
sible for house organs, etc., must exer- 
cise particular vigilance to see nothing 
is published that may help to identify 
the location or activities of any. unit 
of H.M. Forces, 


The New Factory 
Lighting Standards 


Tis paper has consistently advo- 

cated planned, scientific lighting 
for all factories and offices. Good 
lighting means better work at less cost : 
less cost in personnel as well as 


Articles On 


INDUSTRIAL 


MANAGEMENT 
Modern Stock Control 


Page IN 


Automatic Fire-Bomb Spotting 
Page 23 
To Check Flying Glass 
Page 24 


Wood Waste Into Cash 


Page 28 
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We shall be glad to hear | any” 
reader who has views to express om | 
this important matter, Mero 

Incidentally, firms wishing to nake ~ 
representations concérning the - Order - 
should do so`to the Ministry of Li bour |. 
and National Service, Factory am Ar 
Welfare Dept, Cleland House) Page. 
Street, Westminster, S.W.l. TE 

Firms engaged on vital- ational |. 
work can obtain a subsidy of. 5. per. 
cent. towards the cost of the installa- 


X d 


, c . - ST T T nut f 
tion, or of improving the lighting, Pu | 















Reorganizing Eu EAA 
Staff A.R.P. Duties —— AE 
[XTENS HEED work in the wi ter 
black-out, the calling. up. of mem, 
the increased bombing «and the great 
number of A.R.P. duties ¢ Mes ac. 
demand for the reconsideration of ^ 
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workers’ A.R.P. duties and their pe- -~ 
muneration. c. 
Overtime sin factories is, of "Qurse, 
paid for, at increased rates. AREA 
work in overtime is normall not paid 
for: the voluntary principle béi EC 
maintained in most cases... .— o a 
A. R.P. work is beginning to demand 
specialists who must be kept on al 
job. What is the difference between a 


hre-watcher and a night w 














Can a man do.a good day's orka 
do voluntary A.R.P. duties every other 
night weeK^after week? Is not one 
night in eight enough Ee 
The solutions to the m s 
different for each firm. TUS 


One company proposes to a certain — 
the voluntary duties, whether xU 
nally or internally, Of each employee, .— 
It will be suggested to some ney. | 
down voluntary work when it is inte 
fering with production. To others it 
will be suggested that the imes now 
demand that they begin or do. more E 
When this has been done, it 4 il be -— 
possible to assess the man and woman 
power available and to reorganise. 


and payments as necessary. — 
companies have bad to engage- 


L^ 


i 
duties which are and can be perf. ed. 
voluntarily elsewhere. YN c7 

Y * 





Waste Paper: — — B. 
What About tÒ  — — 
MAS Y firms are complaining tha 

the initial drive sho " b! 
authorities over the salvage 
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ove up to 2 more e skilled "ak Toda 
ale labour and the need for still bigger 
is vital in the National interest 





Detailed methods of introducing “‘dilutees,” training them 
te first-class efficiency and making them feel happy in‘their 
work will be described in future articles. But certain com- 
; Hán-sense and human fundamentals are a first necessity. 
"i 'hey are outlined here from the successful experience of a 
medium size factory manufacturing essential war products 








By G. C. ORMONDROYD, 
= Works Organiser — 





‘adopt a helpful, mice dts attitude. portant item in our scheme. Even... 
They have been made to realise that skilled workers often display ‘nerves’ 
iey cannot demand of newcomers when they take up new jobs. Girls and- 
at they would of experienced staff. youths, probably experiencing factory. 
18: policy has been very helpful in hfe for the first time, are usually very 
smoothing out a thousand and one nervous. ii 
difficulties.. As far as possible it On the work side our plan is to us: 
-prepares the ground for the new labour them as probationers for several weeks, 
. and helps to keep the experienced staff working as assistants to skilled men: 
working up to normal standards. 'The skilled workers are urged to be 


s not only as helpful but also as tactful 
TV 'O: Simplifying Operations As as possible to newcomers, doing every- 


Much As Possible thing in their power to make them 


feel comfortable and encouraged in 
their work. 




















































Next there is the obvious policy ot 
simplifying as much as possible every 
- job. Tf operations are divided into their FOUR: Putting The Newcomers 

simplest form untrained labour has a Into Training Groups | 
far better chance of learning and doing | 
the job quickly and efficiently. © As far as is humanly possible we 
| We have made a detailed examination select the probationers foreach skilled 
“of every job we do, from the most man. If he is temperamental and © 
elementary to the most complex. ‘difficult, for example, we try to put ^ 
Adjustments have been made even to under him probationers of equabl 
the point of increasing the number of temperament, people who will not ‘get 
processes. It means more handling and ^on his nerves.’ It is up to our. personnel 
‘movement of components but the extra management to grade recruits and to. 
labour is justified by exceptional’. determine who they shall serve under. 
circumstances and the urgent demand Some of our skilled staff are used 
for output. as working foremen and supervisors 

This point is linked with that of over batches of new staff when. the- 
using rough and ready methods when newcomers are sufficiently. trained to 
necessary. That has often meant the be doing, say, machine Jobs.- One good 
doubling of processes for the sake of man can easily control. six or seven | 
simplification. We know that at some machines and keep working on. 
pomts we are a E the m production. | 
economical and efficient. methods of 4,4 " 
doing certain jobs but to make dilution F IV E: Skilled and Tactful 
work we have found it necessary to Full-Time Supervisors 
take such action for the sake of finding 
the simple and easy way. Untrained 
labour can do many single. and easy 

arts of a job where there is no hope 
of their doing the whole job efficiently. 


af Right. Introduction Of 
ii To Ne ew Work | 
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In charge of these groups are skilled » 
men who put in all their time super- 
vising—dealing with the difficulties a 

delays that happen to substitutes, Th 
men are chosen for ined st 








































New ideas. 


L' QE E momo itm do eo el e i 
ı DICTAPHONE CO., LTD., | 
| Kingsway House, Kingsway, W.C.2, | 
| Please send free copy of “Orrice METHODS | 
| ND Practice” and particulars of the Dictaphone |l 
i T ele "ord. | 
| MINE eurer cU ARCEM es rs f 
EIE sS N ET O ea | 
J . ee ee eee eee eee | 
E EN T A TIT TEATE ATOA NONE | 


This war. we 


as you will, 

at vour own 
freedom from the errors and limitations of shorthand itself, freedom from 
error, forgetfulness and neglect : 


Get the habit of freedom, 


are told, is a war of idea E idea of freedom against the 

idea of a soul-less,. mechanical control . 

of their very thoughts. 

But there Is another war of ideas 

better ways of doing things against the inertia that would remain alwavs 

in the well-worn grooves of old custom. : 
when they are good, always win. That is why the dictating 

machine has so rapidly gained acceptance: it is a new and bett 

doing things. 

The Dictaphone way is the way of freedom—freedom to order your work 

freedom to dictate just when and what you please, alone and 


men's speech and actions—even 


ageless and never-endine—the war for 


er way of 


speed, freedom from dependence on the shorthand-w riter, 


Dictate to 





dam Dictaphone 


(Regd. Trade Mark) 


Write, call i hone to-day for free copy of 


^O ff hce "Methods & Practice." 
THE DICTAPHONE CO LTD. 


(Thomas Dixon, Managing Director) 


Dept. Kingsway House, Kingsway, London, W.C.2. 
Telephone: HOLborn 4101 (five lines). 


And. at Manchester, Birmingham, Glasgow, Liverpool, Leeds, 
Bristol, Newcastle-on-4'yne, Dublin, Belfast. | 





artme tS, supported b d the B. B. pa are urging the broadcast of music in industry to 
| | are using Dictograph Sound Installations. Information, 


















nature, installation and maintenance. A test gladly arene in your own works. 





FOR MUSIC IN FACTORIES - STAFF LOCATION 
CONTROL OF STAFF DURING AIR RAIDS . MASS 
ADDRESS TO EMPLOYEES - ACCIDENT, FIRE, 
AURELIA ROAD . . . CROYDON BURGLAR AND SABOTAGE ALARMS - AIR RAID 
WARNING DETECTOR 














* NEWCASTLE * BRISTOL * CARDIFF 


























'O IS USED IN OUR OFFICES 
housands of Offices and Warehouses 















| : Tel.— 
ouse, Blackpool. gyackpoo 3270. 















orry-Saver Ever Devised - 


Calendar yourself--place Calendar for the current, past and next months; 
y important member of below is a big sheet for the day's memos, notes. 
the accompanying illustra and reminders; there is one. of these large sheets 
is ünique device Borde dd for very day of the year, giving ample room for 
automatic and accurate is the all records. As one long-time user says, ‘J tis the 
| one indispensable. desk assistant for every pi 
e day's date in large type; ness man" _ 
ntment sheet for D o ER 
fi by hours and | To SHAW PUBLISHING CO.. Ltd. 
mes. a convenient ( 6 Carmelite Street, London, E.C.4. 
l Please send me, without obligation, full particulars 
i illustrations, with prices, of the ‘System Desk Cale "andar s. 
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| VARIABLE 
BUDGET CONTRC er 


By FRED V. GARDNER. E 2 
301 pages, 9x6, illustrated, 28/- net. A 


A thorugh diseussion of variable budget eon 
showing what it is, ite advantages over 

budgeting, as well as describing and ilustra 
in detail how to develop, install and administer m 
variable budget system, * 
The book explains how to develop controls that- - 

show what 4s happening in a business rather than : 
what BAS happened, thus enabling management: to; 
adjust costa to current operation& to keep a 1 


profitable bilonee between chem ani quaMAg i SER 


quantity of odio. 
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TIME STUDY 


By F. W. SHUMARD. 
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519 pages, 9X8, illustrated, 35/- net 


Shows how to measnre industrial operations with — 
the stop watch ss a means of setting time «nd 
energy standards for wage-péyment incentive plans. 
A complete course lor the practical man, with almir 
instructions, practical examples, fest questions and 
answers—everything to help the réader get a work: 
ing knowledge of time-study problems and how te 
solve them, 
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NA _EGRY PRODUCTS will fill every Now more than ever speed combined 
multiple recording requirement of with reduction »of waste effort and 
- eur business—if handwritten through possibility of error is of vital import- 
UT. ES M EIE He — yan ance not only in production opera- 
af - ee SA aril a herd sabe tions but also in internal records in 
i. > "il Speed is imparted to the operation works and office. 

m. -.. through the use of continuous stationery The equipment is inexpensive, easy 
—— — — eliminating the interleaving and deleav- to operate and can be adapted without 
ing of loose carbons at each set of ^ changing existing systems. 






A5 writing or typing. 


Our staff of experienced Representatives is 
at your disposal to demonstrate its application 
without any obligation to you. 


Write or Phone: 


EGRY LTD * 


WARPLE WAY * ACTON : LONDON : W.3 SPEED-FEED 


~ REGISTER. Telephone : Telegrams : ATTACHMENT 
= Sca | SHEpherds Bush 3377 Egrycompak, Ealux, London : $ $ 
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CALCULATORS LTD. 


Governing Director: A. E. Low 
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SHANNOGRAPH 


Pall vizion FLAT-TOP. SUSPENDED FILING | ADDING, 
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= ARE PURCHASING 
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GOOD SECOND-HAND 






—- . The fastest and most up-to-date filing system 
ever developed. Folder location reduced to 
-- simplest terms by eye-compelling coloured 
— graph lines on flat top folders. Sequence 
—— preserved -in correct order. Misfiling vir- 
tually impossible—a misplaced folder breaks 
the graph lines. 

- -Quality equipment of every kind such as filing Shannograph suspended 
systems and supplies, visible record systems and system is the always. 


D. - throughout the country, at our showrooms tidy file, gives finger OFFICE PRINTING 


= 2 control, keeps 
"&hanrnorn condition. Wo tugging, | 
| no creasing, no tearing. | ADDRESSING MACHINES 


7 H , i 
IMPERIAL HOUSE, 15-19, KINGSWAY, LONDON, W.C.2. 
“And. at Birmingham, Bristol, Liverpool, Manchester; Newcastle, Glasgow (Agent). Lu 
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t The PRIMUS attachment, as supplied 
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properly, that difficulties and delays are 
attended to and solved on the spot. 
These supervisors have a job which 
calls for qualities of labour manage- 
ment às well as sheer technical abilities. 

Another important factor, we have 
found, is the trouble that can arise by 
too much mixing up of newcomers with 
experienced staff. As much as possible 
we not only keep them separate but we 
keep the women apart from the men. 

When a batch of newcomers are 
trained we put them.all together in a 
section in charge of the selected 
skilled men, as | have described. Where 
possible we use new staff all the time 
in the selected section. 


SIX: Keeping Men and Women 


In Separate Sections 


This policy is followed as closely as 
it can be in the case of women. They 
are put in special shops and all shifts 
are carried out by women. It pays us 
to go to some trouble to make these 
arrangements as we then avoid many 
difficulties with the men. Before we 
practised this policy we found the men 
in a section always blamed the women 


if anything went wrong. And there 
was always something wrong if a 
batch of men formed a shift that 


followed a shift of women, there was 
always an excuse for delays, for 
grumblings and for avoiding respons- 
ibilities. 

Our system of segregation has 
stopped that. All skilled workers 
operate in shifts in their own sections 
and the new staff also work on one 
set of jobs. 

Our policy is to keep new staff on 
simple operations for at least three 
months. We have found that to push 
them into more difficult work earlier 
than that does not pay. It shakes the 
confidence we have been at such pains 
to build up. Of course, there are some 
workers who aré much quicker and 
more intelligent than others. Our 
supervisors are always on the lookout 
for these and they are promoted as 
quickly as their abilities allow. 


SEVEN: Looking After The 
Welfare Of New Workers 


A whole article could be written on 
the many factors that come under this 
head, and it is no exaggeration to say 
that this aspect of personnel manage- 
ment is every bit as important in 
making good workers out of newcomers 
as is careful training in the shops. 

Our personnel manager, welfare 
organizer and their helpers do every- 
thing possible for the comfort of all 
our employees, whether ‘dilutees’ or old 
hands. Their activities range from 
finding’ suitable digs to seeing that wet 
clothes and shoes are properly dried 
in bad weather. 

We have canteens, rest pauses and 
refreshments “mid-morning and after- 
noon, medical and dental services, and 
sports clubs. 

One of the most important factors, 





however, is our special arrangement for 
dealing with personal complaints and 
grievances. 

Unventilated personal grouses are a 
great danger in any big organization, 
and most prejudical to work output. 

Our works manager sits with a small 
committee consisting of the personnel 
manager and the welfare organizer. 
Every member of the staff knows that 
he or she can have direct access to the 
works boss to lay any personal trouble. 
Complaints are then investigated with 
friendliness, tact and yet with firmness. 
Rarely is a perfectly 
solution not forthcoming. 

The very fact that it is known that 
the works boss and the whole authority 
of the management behind him is open 


satisfactory 





to any complainant keeps trouble down 
to a minimum. It is only when personal 
troubles cannot. find an outlet to 
authoritative judgment that the seeds 
of real trouble are laid, 

This scheme to make dilation work 
has been quite successful, not only in 
the case of the company referred to 
here but also in -other types of 
important factories- Às- experience 
shows, the major problem is not the 


straight teaching of how to do a simple 


job; it is a complex problem of de 
with variable and difficult human bei 


of preventing jealousy, discord and dis = 


satisfaction, of smoothly absorbing big 
numbers of strange and industrially 


backward persons into an organisation 


that is probably strange to them, 
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These are the Seven Broad Rules for 


Making Dilution Work 


factory work and conditions 


JI 
>. 


- c? 





Spend time combating nervousness of newcomers unused 


Prepare for inconvenience and take it good-humouredly 


Break down operations into their simplest possible forms 


to 


Put best workers in charge of small groups 
Use tact in dealing with difficulties due to inexperience 
Keep men and women newcomers in separate sections 


Make full use of best possible staff welfare methods 


















































of the un- 





a e necessi- 
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othe population which has a “pull” 
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al.. shortages of these goods. 
- as the shortages are due merely 
they can 
Y ast move- 
ments of population have taken place 
in recent months, and it is obvious that. 
suppliers can only keep pace with these 








2 movements i they. -know how many 
- people have moved to which places. 


- There is vital need for regular Gov- 
ernment information on “population 
movements. It is a thing that should 


obe undertaken at once. 


Quite apart from mere local short- 
ages, however, there is an admitted 
and a growing shortage throughout the 
country of many kinds of food which 
have come to be looked upon as a 


regular and normal part of the nation's 


tary dried fruits, bises 
fish, tinned AINON, chocolate are out- 
standing examples. At the moment 
e unrationed foods are being snap- 
Sed p as they T by that part of 
with 
the local shops and by people who are 
first on the spot, or (in the case of 
foods which are not price-controlled) 
hich can afford to pay the steadily 
iting prices. This is not at all 
ind way of distributing food in war- 
time: 

“First come, first served" does less 
than justice to men and women who 
have little leisure from war-work. 


dietary : Eve gs 


it is obvious that tens of thousands 


of women kept back from the shops 
by the-Friday evening pay packets 
haven't a chance to buy what they need. 
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4 Third follow-up 
sup olf 







Dictate letter regular 
. accounts 60 days over- 
| duc, ledger number 3 


































First follow- “up m 
Second follow-up 
Third follow-up nd 





Third follow-up ol 
Fifth. follow E old 



















Post statements to all 


First follow-up néw account, one instalmentlover-due. 
. "Second follaw-upiInew account, two instalime 
w account, three instalmehts over-due 
account, 
rd follow-up dd account, three instalmerfts over-due 

Fifth follow-up off and “new accounts, four [nstalments over-due. 


- Dictate letter. regular 
accounts 60 days over- 
due, ledger number 4 


account, one instalment o 
ew account, two instalment’ 
account, three instalments over-due. 
First follow-up old account, two instalments qver-due. 

account, three instalments overdue. 
and new accounts, four i ptalments over- r- due. 


regular accounts, special 


due C-N | 





16 


1$ over-due 


two instalments] over-due. 


23 


Second follow-up old 
over-due 








counts, two 






accounts, three instalmer]ts over-due. 
Pick up merchandise, 















Án Accountant s Monthly Work Sheet | 


y ry calendar sheet his main jobs ofthe month this executive can more easily work to schedule. The 
er the glass top. of his desk where i iti can. be. easily. seen. but not disturbed, Tt is 4 





- Shdw to deal. with ih 


Overdue accounts comefup for review 


Fourth statement instalme 


Dictate letter. regular 
accounts 60 days over- 
due, ledyer number 1 


instalments 





Foerth follow-up ipersóbal call) to new and old 


X ounts LiSdays over-dne. 










female staff for time off t to "visit friends 
or relatives in the forces who are on 
Anal overseas leave. One firm has 
issued the following instruction to its 
staff :— 

" owe are anxious to give con- 
sideration and uniform treatment to 
the women who are intimately con- 
cerned with this event. Where per- 
mission is applied for it has been 
decided to grant leave of absence, 
without pay, on the understanding 
that absence from work must not ex- 
tend beyond one week. This privilege 
is only to be granted where a man in 








the Forces has been given leave be- 
fore proceeding overseas.” 
Cost of Living 
! 
Up! m 
Daily Telegraph recently, 





E the | 
"Peterborough" cited the following 
transaction, A Gov ernment department 
requiring a picture unobtainable in 
London, wrote to the publishers in the 











country. The postcard was sent prompt- 
ly, with the following invoice—1in » 
duplicate : z: 
| postcard — ... - yx ud. 
Postage aoe wan see 23d, 
Booking fee for small orders 6d. 
104d, 
Purchase tax ae ae. EB. 
Grand total ... Is. Id. 















Dictate 


12 


Dictate letier country 
accounts 30 days or 
more overdue 


19 


Dictate letter builders’ 
' supplies accounts over: 
due 


t accounts, no note. 
ent accounts, 30 days 





































Dictate letter regular 
accounts 60 days over- 
due, ledger number 2. 



















First statement instalm 
Second "pur instal 
over-due A-N 

Third rag “jnstalmént accQunis, 60 days 


over due 
Fourth statement instalment accounts, 90 days 


overdue C. N? 




























Handwritten Notes 
* Note A. " Kindly include the (August) instalment 
with your next payment.” 
f Note B. “Kindiy bring instalments up to date.” 


{Mote C. "This account is los ag 9ver-due ; please 
give “it immediate attention. 
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hese Are 2 Most Urgent | 


Says CECIL CHISHOLM, 


© YEAR ago I pointed out that the 
primary danger to business was 
3 inflation. Since that 
"n completely effective steps have been 
- taken to avoid it. As a result the 
problem is not to prevent inflation, 
which is already here, but to control it. 
During. the past year the rate of our 
are has increased by around 

om £3,000 millions to £4,600 

ber year; but the Government's 

rom all forms of taxation 

exceed £1,446 — millions. 

ately the country is already 

^at about the rate of £1,200 

&. So the deficit is of the order 

of £1 906 millions, about 40% of our 
total expenditure. 


How To 
Check Inflation 


HAT are the brakes which prevent 
inflation? One is an Income Tax 
of 8s. 6d. in the £l, another is Super 


Tax, a third is price control, a fourth 
is rationing, but the necessary fifth —wage 


` Jevels controi——is missing. 
— "Considering that this vital part of 
the machinery of financial control 1s 
absent, the amount of inflation to date 
is admittedly slight. Retail prices are 
only up by "26%, wholesale prices are 
up 459€ and raw material prices about 
309€ (Economist Wholesale Index). 
In each case some two-thirds of the 
rise took place in the first four months 
of the war. Throughout 1940, however, 
the rise has been steady at its slow 
pace, and it continues. At the present 
rate the cost of hving will be up at 
least another 10-1296 at the end oi 
1941. But should the cost of steel 
(already 50% above pre-war) and the 
cost of clothing (also S0 c up) continue 
their rapid rise, the increase in the 
cost of living (and therefore of wages) 
may be much higher. 


Shop Sales 
Declining Satisfactorily 


OWEVER, the situation remains 
steady. The new measures to 
ven expenditure are being very effec- 
tive. In November shop sales increased 
by only 0:3 over a year ago, which 
means a net decline of ound 25%: 
The decline is much higher in West 
and Central London C2164 ) or a fall 
in value of some 41%. 
is an improvement on the recent level 
of sales in. London. The City's shops 
“were fortunate in having more tax-free 
stocks than were available in the 
Prov me es, because buying had been 
dor so long. Hence the 
improvement.. | 
ough, stocks: a 


time no 


Actually this 


now. 


M.A., Business C onsultant. 


w an increase of at 3406 

fall in volume of around 226. NC 
food stocks have fallen still further, by 
0:295, a fall in the volume of 25 2% 


Only in Scotland are sales He ED a 


at anything like last year’s level. Non- 
food sales are actually up by 20 °8%e 
(net fall 4: el women's wear sales 
are up by 25:8% (net rise 856) 
furnishings by 17:3% (net fall 7-79). 
Over the whole country 
furnishings fell by 10:996 and women's 
wear by 7 ' 15r. 
Clearly the 
limitation of supplies 
effect, 
hundred 
employed, 
20% more. 
25 c less 
dd 


Purchase Tax and the 


thousand ^ more people 

varning on an average 15- 

The shops are selling about 

goods. This is a- Pigu 
result for a 


on Fe eames and. ex port | every | 

ible ton. But both saving and: taxat n 
must increase if the rising number of 
workers and the increasing total of 
wages is not to inflate prices of our 
reduced volume of goods for civilian 
consumption. i 


Exports Are Still 
Down-In-The-Mouth 


HE export trade figures are 
depressing. They are more 
depressing when it 1s OS ed that 
they include a certain amount oi 
armaments for Libya and Egypt. 


Apparently it has been found impossible 


much of our armament 
our normal exports. 

Without allowing “for this, exports 
fell by 42%, imports by 13°2%. 
Allowing for the rise of 25% in retail 
and 3096 in wholesale prices the 
declines are probably mucho larger. 
Fortunately most of the declines in 
imports are due to food, drink and 
tobacco. (£5:9 millions), but imports 
of raw ‘materials also fell by £4°3 
millions, which is more serious Imports 
of manufactured goods fell but little, 
but those of iron and steel machinery 
and chemicals actually rose. 

In the case of exports, the largest 
fall was in coal (of which we ex xported 
little over £700,000 worth} and in 
vehicles. The deeline in imports must 
probably continue, to merease our 
imports is vital to the country’s 
finances, Progress by the Export 
Council in getting the Groups to work 
on constructive selling is too slow. 
Government red tape is too rife at 
both one Board of Trade and Depart- 


to separate 
trafik from 


sales of | 


are having their. ] 
although we have nearly nine 


PRI ~ 
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“his article 


xa War-Time Budget 


does not discuss the purpose of a Budget: 


A th it is assumed, is already understood. Nor does it 
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abulate results, which, after all, could pertain only to 
particular example. The writer offers wider guidance, 


a step-by-step outline of how his Company’s Budget was 
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MEANY articles have been written 
iT «about budget systems, but usually 
ub h respect to their purposes and 
"umesults and not to the method of in- 

itallation and introduction to the 
- ándividi uals and executives who will be 
"responsible for their operation. The 
‘following procedure is prepared for this 
purpose and is-applicable to a company 
which has numerous departments, 
" “factory, and sales offices, and which 
Has previously had no budget at all. 


Ld 
— - 


Put 


This company has decided to install a 

get system for all its operations. A 
eral description of the proposed 

7 system andthe procedure to be followed 

Eo ET 

1. Nature and Definition 
of Budget 


143 
S; The co ipany-will install three types 
- of budget, as Poo: 
UE em Operatme Budget. 
_ (B) Expense Budget. 
(C) Cash Budget. 


are described 


«^ 1]! : 
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briefly as 


w 


ollows : 
Dre : 
(A) Operating Budget 
ro» Toles atl. ' ; ; 
> An Operating Budget is the planning 


m or charting of estimated or desired 
© operating results for a definite period 
© into the future. It includes volume, as 
Dell as value of sales; also cost of 
» . sales, expenses, operating profit or loss, 
--* Qmiscellaneous income and miscellaneous 

arges, with estimates for each shown 
i monthly basis for several fhonths 
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Budget Scheme of their own. 


ed: he gives the “How To Do It" which, it is 
. hoped will be of some use to those executives who might 
— be still in doubt as to the best way of making a start on a 


By a 
BUDGET CONTROLLER 


in advance. Such a budget will be 
prepared in the same form and order 
as the regular -profit and loss and 
operating statements, so that com- 
parison with actual results will be easy. 


(B) Expense Budget 


An Expense Budget is the tabul@tion 
of estimated or' allowable items of 
expense (as distinguished from items 
for - inventory, productive labour, 
capital expenditures, etc.) by accounts 
and by fiscal periods. From it 1s 
determined the amount of expense that 
goes into the operating budget, although 
the latter is concerned only with that 
part of such expense allowed to the 
operations of the period under con- 
sideration. This may be more or less 
than the estimated total expense for 
the period, part of which may be 
deferred or accrued. 


(C) Cash Budget 


The Cash*Budget is an estimate of 
the expected cash receipts and expen- 
ditures resulting from the company's 
operations for the period covered. It 
is, of course, dependent on both the 
operating and expense budgets for cash 
income and expenditures involved in 
those budgets. It must include, also, 
other items not directly connected with 
the operating and expense budgets, such 


as expenditures for inventories, pro- 
ductive labour, capital additions, 
dividends, income tax, etc. In short, it 
is an attempt to forecast the Cash Book 
itself, both on the receipts and dis- 
bursements side. 


2. Purposes and Advantages 
* of Budgets 


Budgets have many uses and 
advantages, which will become more 
apparent after a sufficient period of 
actual and successful operation. How- 
ever, a few of them are enumerated 
below : 

(A) The preparation of an Operating 
Budget requires careful planning, clear 
thinking and a charting of the course 
to be followed. Few jobs can be well 
done unless well planned, and the 
setting of a definite goal automatically 
induces thought and planning as to how 
to reach it. Frequently this enables 
difficulties to be met, minimized, or 
avoided im advance thus resulting in 
less-troubled and smoother operations. 

In war time of course all forecasting 
and planning is more difficult and must 
necessarily be of short range. But it 
can be done. 

(B) The setting of a definite goal of 
achievement causes all departments and 
members of the organization to focus 
and concentrate on its attainment. 

It definitely allocates responsibility, 
and acceptance of this responsibility 
means greater care, more careful 
planning, and intensive effort to 
produce the results. 

It is here that everyone involved can 
demonstrate his interest in and value 
to the firm. The budget sets a 
standard or “par” performance against 
which edch can measure his achieve- 
ments. Some individuals, by the 
nature of their work, can contribute 
more in a financial way to the success 
of the company than others, whose 
positions are either of a subordinate 
nature or of the type where large con- 
tributions measured in cash cannot be 
made; but all can be on an equal basis 
with respect to budget performance, 

(C) A budget provides, to some 
extent, a glimpse into the future, an 
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is, of course, dependent on the accuracy 
of the budgeting and the soundness of 
the assumptions on which it must be 
based; but even a short glimpse is 
better than nonc. 


(D) Since a budget represents what 
should have been done, or 1t was desired 
to do, in any particular month, com- 
parison with actual results becomes a 
measure of the attainment. It permits 
a much better evaluation of what 
happened than the old- fashioned com- 
parison with last month or last year. 
For example: The operations for the 
first few months of the year may show 
a small profit or even a loss, which, 
upon the basis of the bare figures them- 
selves, might appear discouraging. The 
budget, however, may show that such 
results were to be expected during that 
period and yet, that the year, as à 
whole, has a very satisfactory budgeted 
income. If the actual results, therefore, 
no matter How poor they appear, are 
better than the budget, they become a 
matter of great encouragement rather 
than the reverse. 


(E) One of the greatest benefits to 
be obtained from a budget is the 
control of expenditure. In the prepar- 
ation of the budget, the tendency is to 
determine and set up the proper amount 
of expenditure to go with the operations 
being budgeted—to bring the two in 
proper balance. In other words, such 
items are considered in relation to the 
operations as a whole, and not just 
separately. This insures a better 
determination of their amount and 
necessity, gives them authorization in 
advance, and controls them. One danger 
here is that inclusion of an item in the 
budget may be construed as a "license" 
to spend, even though later develop- 
ments may show the expenditure not 
needed, or at least not in so great an 
amount. The thought in the mind of 
everyone should be to do better than 
the ‘budget, and if properly set up, 
comparison of the budget with actual 
results will show clearly where such 
gains have been made and who is 
responsible for them. 


3. Preparation of Budgets 


(A) The Operating Budget will 
originate in and be prepared by the 
following operating divisions and 
departments : 


(1) Individual sales offices. 
(2) Head office sales department. 


(B) The Expense Budget w ill origin- 


ate in and be prepared by every 
department of the corporation as 
follows : 


(1) Individual sales offices. 

(2) General sales department. 

(3) Individual factories. 

(4) General manufacturing depart- 
ment. 

(5) Purchasing department. 

(6) Insurance department. 
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A Fire-Watcher must guard 
your premises at night 












It is a tough job: not easy to 
find personnel who will do it 


The * Electric Eye’ 
AUTOMATICALLY 
Spots Fire Bombs 

















goes a long way towards 
solying your Fire-Watcher 


Problem 









See Page 23 


(7) Personnel department. 
(8) Advertising department. 
(9) Accounting department. 
(10) Legal department, 


(C) Cash Budgets will be prepared 
by the accounting department for all 
other departments and operations of 
the company. 


4, Period Covered By Budgets 


(A) The budget period will be the 
full fiscal year. 


(B) Budgets should, under present 
conditions, be revised monthly. They 
should normally be available approxi- 
mately as follows : 
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9 months E 



















Br 6 months — June 18. 
4 3 months . Sept. 15 — 
but today's conditions do not- permit | 


of this range. Firms must therefore - 
plan to suit their own special circum 
stances. Co ME 
5. Assembling of Badenn | e 
The duty of assemblin lecting - 
the budgets prepared eo thie. s Es 
units listed under Section 3 vit 
assigned to the controller. He 4 
also prescribe the detailed methot 
be followed, provide all” oar 
forms, and see that all bud: s ar 
collateral information are prej 
received in time for official ¢ 
acceptance. The controller w ill, pri 
to the preparation of budgets, ¢ ‘on 
with each executive, department ve 
or individual concerned with - 
preparation, going over the P 
conditions or problems of each, a 
giving such guidance as - may b 
necessary, and which cannot b Ex 
in general instructions such as th 


6. Approval and — 3 







































Of Budgets NS 
(A) All budgets prepared LS, 
various units, as prescribed - 


Section 3, will first be submitted - 1 
executives in charge of those mits for 
checking, revision, and approve 
(B) Each budget so approved | 
then be sent to the controller - 
assembly into the master budgets of 
the company. 4 
(C) The master budgets, togethe 
with the supporting individual budg ts, 
will then be presented by the control ler -— 
to the budget committee for fe | 
approval and acceptance. DIE 
(D) The same procedure will be- 
followed for all monthly revisions of 
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The war and the all-round difficulty of everything ims now brin 


in tremendous problems that call for the very careful p 
all operations, together with close control and great economy i 







L EE X 


expenditures. While the preparation of these budgets may wei - 


at first to be burdensome, it is believed that the results o 

as well as the greater interest resulting from planning the wok 
and checking the actual results against the plan, will more than | 
compensate for any extra work involved. A 
And a sound budget system will unquestionably lay a*better. foun- | 
dation for business in the better times to come. 7 
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bu dgéts as is dbecifed pom Section 4. 


: 


dm Committee 


25 (A) The duties of the budget 
E committee shall be as follows : 
{i oa am proval and acceptance of 
= A Sr and revised budgets. 
K gue of special 
73 “os geted items. 
ves @) ‘To hold regular meetings for 
Et ie following purposes : | 
— a) Items (1): and (2); (b) 
= Comparison .of monthly reports 
=~ — eof actual results with budgets. 
(These. meetings would be held 
. after monthly financial figures 
are available and before meetings 
of Board of Directors); (c) 
general company planning. 
B) The following shall constitute 
et committee | 
j ly Managing director; (2) Secre- 
m v tary; (3) Chief accountant; (4) 
E oh . Controller ; 65) Sales manager ; (6) 
e wea duction manager; (7) Chief 
buyer. 
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5. Presentation of Budget Results 


Ea e usual financial, operating, and 
> 2 
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E "HE severe restriction al almost 
LC every sort of material makes the 
= __ tight control of stocks more essen- 
‘than ever before. This applies to 
E UO kind of manufacturing concern. 
>, Stock is now even more valuable 
ES cash, therefore is it not inconsis- 
for a firm to spend time and energy 
hs an error of sixpence in the 
ac "ns ‘cash or stamps when the entry 
n their profit and loss account repre- 
- senting "stock" is often no more than 

a rough approximation? 
ax (o Accurate stock records are essential 
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tS) ESAN a 
accounting department will show actual 
results compared with budget estimates. 
These reports should be studied care- 
fully to determine the amounts of and 
reasons for the variation from antici- 


pated results. This will serve as a 
valuable guide for the succeeding 


period and in developing any places 
where correction or adjustment is 
needed for the successful operation of 
the budget. 


9. Budget Methods and Forms 


The controller will prepare detailed 
procedures and necessary forms for all 
budget units as defined in Section 3. 
This will insure their being set up on 
a standard and uniform basis, thus 
facilitating their inclusion in the master 
budgets. 


10. Expenditures Not Covered 
By The Budget 


The general policy of the company 1s 
that no expenditure not included in the 
budget be incurred until it has had the 


approval of the budget committee. 
Exceptions may be made to this where 
the amounts are nominal, or where 





dern Stock Control Cuts 
Costs at These 9 Points ... 


to economic management, not only at 
inventory time but throughout the 
working year. Consider the factors of 
control they introduce ; 


Í. Preventing Leakage and Waste. 


Leakages from any cause are re- 
vealed: e.g., pilferage, defective work, 
incorrect issue of m: iterials, insufficient 
storage, etc, 


2: Over-Buying Over-Production. 


As the rate of consumption of each 
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authority and discretior ve Seen 


granted to certain divis up to 
specified amounts by special rulings of 
the budget committee. In the case of 
emergency items that cannot wait for 
regular meetings of the budget com- 
mittee, quick approval can be obtained 
by an informal poll of the committee, 


or by subsequent ratification at a 
committee meeting if the situation 
justifies. 

11. General 


The war and the all-round difficulty 
of everything just now bring in 
tremendous problems that call for the 
very careful planning of all operations, 
together with close control and great 
economy in expenditures. While the 
preparation of these budgets may 
appear at first to be burdensome, it is 
believed that the results obtained, as 
well as the greater interest resulting 
from planning the work and checking 
the actual results against the plan, will 
more than compensate for any extra 
work involved. 

And a sound budget system will 
unquestionably lay a better foundation 
for business in the better times to come. 


article is revealed there is no excuse 
for buying or making goods in excess 
of requirements. 


3. Running Out of Stock. 


Stocks can be maintained at a level 
indicated by the Sales Ledger so that 
delays do not occur in the execution of 
orders because of shortage of supplies. 


4. Elimination of Dead Stock. 


Slow moving or dead stock is brought 
to light and steps can be taken to dis- 
pose of it. 


5. Inefficient Buying. 

If the market price is subject to 
fluctuation and the issues are credited 
at current market prices the stores 
ledger will show losses or gains on 
buying. 


6. Perpetual Inventory, 

The stores ledger provides a per- 
petual inventory which is more likely 
to be accurate than a physical inven- 
tory taken against time. Several items 
can be checked weekly with an actual 
count, discrepancies investigated and 
corrected, so that the book figure is as 
reliable as any figure can be. 


7. Location of Stock. 


The stores ledger definitely indicates 
where each item of stock can be found. 


Speeds-Up Records Of Cinifercndte 


With small microphone (shown in centre of table) the 
records Board meetings, conferences, etc. 
Api So any length without intermission. 
"be removed for transcription so that full typed reports can be given to dele- 


dictating machine 
Arrangement can be made for 
Cylinders as the y are filled can 


8. Good Effect On Staff. 


Stores will be handled and issued 
with greater care when employees know 
that a check is being kept, and that 
someone will be called upon to answer 






gates a few minutes after. close of the session. ‘A’ shows control panel 
under chairman's hand; 'B' is the recording unit standing away in a corner. 
ae . » P 
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for shortages. 


9. Fire Insurance Claims. 


The stores ledger will provide valu- 
able evidence in the event of a fire. 

Even the above points do not cover 
the whole range of advantages to be 
derived from a proper system of stores 


records as businesses differ. But any 
progressive executive can visualise the 
possibility it offers in his own cogcern. 


of BUSINESS 
article deal- 


In next month's issue 
will be published a specific 
ing with Stock Control. 





By the Way 


BEWARE HABITS 


ABIT rules most men's lives. Get- 

ting up in the morning, eating, 
drinking, catchihg the train, etc.—all 
automatic actions. Habits are energy- 
savers because we don't have to expend 
much thought on them. 

That is good, but when habits enter 
business they bring mediocrity in their 
train. 

This must be so because methods of 
doing things constantly change, they 
are improved. The man who has be- 
come a creature of habit is therefore 
outdistanced. He sticks to his routine 
when the method is worn out. 

Only one business habit is worth 
sticking to—honesty. 

For the rest a business man should 
build his routine structure so that it 
can be adapted to the times: quickly, 
smoothly, at any point. 

The right way to use a habit is this: 
utilise it so that you can do the little 
things mechanically and conserve 
energy for the big ones. 


LEARN FROM OTHERS' 
MISTAKES 


PII me the subject of mistakes 


is a favourite topic of conver- 
sation when I am talking to a business 
man, remarked the 70-year-old head 
of one of the country's most successful 
firms recently. 

"It doesn't matter whether that man 
is à controlling executive or an artisan 
I like to talk with him about the 
blunders—and of course their correc- 
tions—of which he has had experience. 

"There is a lot in the old adage that 
a man learns more by his mistakes than 
by his successes. His mistakes, their 
consequences and their correction he is 
certainly likely to remember the more 
clearly. 

“I don't, therefore, consider it 'nega- 
tive' to discuss mistakes. On the con- 
trary, I believe it is very positive. 

“I think one of the very best times 
to broach the subject of mistakes is 
when looking over a factory other than 
one's own: and I take every oppor- 
tunity of visiting other works; every 
executive should. 

“It is very instructive to hear why a 
process failed, why a certain type of 
machine didn’t stand up to its job, why 
a particular material was æ wash-out 
for a certain purpose, why a workman 


was injured, why an expected order 
failed to materialise, why a delivery 
couldn't be made on time, why a Board 
wouldn't sanction such and such a sug- 
gestion, and so on. 

"People do not always tell you these 
things right out in- plain language. 
Naturally, they wouldn't. But you can 
get at them in a light conversational 
way, and they are highly instructive— 
if you know how to use the information 
and profit by it.” 


PASSING THE BUCK 


NE of the biggest factors in good 

organization is the arrangement 
that only one individual is ultimately 
responsible for any partictilar thing. 
When more than one person is held 
responsible the real responsibility can- 
not be located anywhere. 

What countless, near-tr: agic examples 
of this have been (and are stil] being) 
demonstrated before our eyes in 
bureaucratic circles. 

When people say “Put a Business 
Man in charge,” they are expressing 
the concept that a business man is an 
individual who clearly and openly 
carries responsibility for getting things 


One of the series of interesting pictures from the weekly “Illustrated” (lan, ath 
iste) on scientific experiment and training to beat fatigue, 
“The One Best Wag.” | ie 
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rg 
done. They are voicing the need. for ~ 
an identifiable motive force, as distinct ^u 
from a component part of a committee . P ay 
that can (and usually does) 'pass the Y 
buck' when challenged. 

The "business man" thus has quitea 9 7 
high reputation in the public mind. The ~~ 
organization of individual businesses z 
should be such as to substantiate this. 


d 
belief. 
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THE ONE BEST WAY a 


POPULAR _ illustrated weekly di 
shows pictures of American execi Ic 
tives busy at a Work Simpli on 
Conference. A large notice above one ~ 
of the experimental tables reads *'" te 
One Best Way! Look For It! Find 
It! Use It!" Around the table are TE 
six business men playing with a mode za 
conveyor belt, a lot of small rd 
and some gadgets. They are devisi 
ways and means of simplifying human 
operations at a bottle-filling machi 
3y simplification they will thus si 
up the operations, get more outpui 
less effort; They think it worth s 
to go to much trouble to secure this 

The paper publishes British 
comment on the idea : “There is fio one — 
best way of doing a job. There are — 
usually two or three equally good ways. s 
It is wasting an operative’s time to for- 
bid him to use a method he has been 
using for years to substitute your one - 
best way. i 

Name of this “expert” is not given. ae 
We don't wonder at his modest refuge — 34 
behind anonymity. The latter part of | 
his comment particularly is entirely 

fallacious. 

Time and motion study, properly ob: ; 
served and applied, is one of the great- - 
est labour-saving and fatigue-reducing v 
principles ever devised. Executives: in dm 
any modern, progressive manufacturing © CA 
concern can confirm this. 
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See item abode, 
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$-cash, and 
Ó mal routine be- 
the situation—at 
ur-experience and 
in any way unique. 
fteen months 
nore quickly 
eceivables. The 
‘present fairly big 
jur basis of trading 
lastic terms. - 

-close. investigation 





to speed up 
experts we con- 
d us that the job could 
chanising our system on 
a -single general-utility 
g machine. | 

was more than a year 
ien the results have come 
pretty. close examination 


sums | of money thirty days earlier 


ceases to ' 


reorganising | single 





One machine handles every phase 


s. It paid for itself within 12 


Says Ibis 
SECRETARY AND CHIEF 
ACCOUNTANT 


and the verdict is: the change has 


more than justified all claims made 


for it. 


We Doubted If Machine Could. 
Do The Job 


Frankly, we had our doubts that a 
machine could handle every 
phase of our 8,000 or so accounts. 
But as it is our operator devotes only 
about half her time to the machine and 
is thus available for a considerable 
amount of other work. | 

From our point of view, the over- 
whelming value of having mechanized 
accounting is that now we get our 
money in hand one full month ahead 
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and that cylinders to the value of 
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as compared with the old system. Every 
statement goes out early in the month; 
and as, by tactful correspondence, we . 
have persuaded our customers on their. - 
part to settle our accounts promptly, | 
we are provided with a large sum of _ 
money thirty days sooner than we - 
used to receive it. This in turn allows. 
us to secure all possible cash discounts. 
I would say that this alone paid for the 
machine twice over within the first 
year. 

A brief account of one aspect of our 
method of accounting may be of inter- 
est. Our sales ledger system is simple 
and yet probably typical of a great 
many other companies in this country. 
All accounting. for our nine provincial 
branches is centred at our head offices 
in London. The machine automatically |. 
provides duplicates, which keep our 
managers informed as to the state of 
accounts in the territories of each. 

Invoices, credits, or other items rela- 
ting to customers for each day's busi- 
ness are assembled alphabetically so —— 
that everything pertaining to an indi- =x- 
vidual account is handled at one opera- = o 2+ 
tion, The statement (to which a flimsy 
is attached) and the ledger card are 
handled at one operation. As the 
operator proceeds with the day's entries 
separate totals of all operations auto- 
matically accumulate in the machine. - 


Full Information Provided With 


Minimum Effort 











A typical statement (below) will illus- 
trate the completeness of the informa- 
tion which the machine provides with 
a minimum of bookkeeping or effort. In 
the case shown the debit of £5 stood 
against the customer'at the first of the 
month, the "LA" being our symbol for 
head office. Had this been a credit in- 
stead of a debit it would have been 
printed in red by the machine. Each 
item is described by the machine, both 
for the convenience of our customers in - 
checking their accounts and for quick 
reference on our part. | 

The first debit of £3 10s. was for an 
operator supplied from our London 
office (probably necessitated by illness 
on the part of one of our customer's 
staff). Having carried forward the 
balance of £5, the machine automati- 
cally adds the £3 10s. and carries it to 
the balance column, the “T” meaning 
total for.that operation. 

The next debits for £65 and £3 10s 
show that a machine was sold to ou 
customer through our Manchester office 
















£3 10s. went with it on the same day. 
The next item shows à credit for the 
nth. The machine, aft = 





















VEN though at the present time, 

labour turnover in most businesses 

is higher than normal and many 
people seeking engagement have it in 
mind to stay in the job only for the 
time being managements will still do 
well to try and make their staffs as 
permanent as possible. 


Good use can still be made of printed 
application forms for candidates to 
clerical and other positions. 


The usual methods is to keep the 
application forms of engaged employees 
in some sort of card index form. This 
is quite a good plan, but a variation of 
it which makes this system still more 
complete is used by one well-known 
concern. The idea may prove useful to 
other personnel managers. 


Each Record More Compact And 
Easier to Handle . 


The basis of the plan is that the 
application form, instead of being just 
a separate sheet, is printed on the in- 
side of a good quality folder, quarto 
size. 

This folder thus serves as the appli- 
cation form itself and a filing folder 
for all subsequent papers and records 
which need to be filed or kept in con- 
nection with each employee. 

In this company employees may be 
engaged at any one of several points 
where the firm has branch factories 
and offices. It is necessary therefore 
for branches and head office to have a 
personnel record of each employee. 
The original is made out when a pros- 
pective employee arrives for a job and 
is retained by the branch where the 
application is made. 

When the applicant is accepted and 
put to work a copy of the application 
is typed out on a new folder and sent 
to the head office where it goes into 
the “master” personnel file in alpha- 
betical order. 

Records of all future transactions re- 
garding each employee are in due 
course sent for insertion in this master 
folder which thus automatically be- 
comes the combined file and dossier of 
the employee. 

For example, when there is a change 
of salary or wage-rate, a transfer or 
promotion, there are special forms for 
recording these changes. Copies of 
these forms are filed at the branch and 
at head office so that all information 
is concentrated in the folder record. 

A long time before the war the per- 
sonnel manager of this concern thought 
it would be a good plan not to scrap 
the records of people who left the firm's 
employ but to transfer them to a 
special file. 
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Before an employee leaves he is interviewed and invited to 
his reasons and any details he cares to about his proposed rn 
work. A record of this data, added to his current dossier is t : 
put away in a special file. This plan has enabled the firm to « "dan 
come many war-time staff difficulties by getting back pr 


employees. 


Before an employee left the person- 
nel manager would interview him and 
would enter on his record all the de- 
tails he would care to give as to his 
reasons for leaving and the kind of 
new work he was taking up. 

* 


Reinstated Past Emplovees to 


‘Offset Staff Shortages 


Since the war this file of past em- 
ployees has well justified its existence. 
With the labour situation difficult, 
especially as regards women employees, 
several old hands have been contacted 
and induced to return to*work- for the 
firm. 

"Our work," the manager told us, 
“is not of a highly specialised nature 
but it does help enormously if you can 
get employees who have already had 
some actual experience in your methods 
of working. 

"For example we contacted a woman 
employee who left us three years be- 
fore the war to get married. Her 


This idea avoids the use 
of loose application forms 
and makes each employee 
record easy to handle for 


reference at any time, 
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husband joined the Forces in Decem- 
ber, 1939, she had no family ties and 
was delighted to return to us in 1 ner 
old position in the accounting depart- 
ment. Within a few hours she W 
perfectly settléd in her work. Ë 


“As we are careful in selecting new 
employees this saved us many ho urs- 
many days in fact—in finding a 
selecting a suitable girl and it obw ted 


all the difhculty of teaching a new gir 
the work. E ? 


"By the same means we got a rehet i 
telephone switchboard operator, And 
this was specially fortunate äs 
chief switchboard girl soom < 
joined the Auxiliary Fire Service so” 
a qualified operator already fully ex ex- 
perienced in our particular needs couk 
take over at once. T. 


"In our various factories we have | 
been able to get back several hands M 
men as well as women, and these h ave 
been a real godsend as they fitted T 
so easily. URS 


vet 

"We even have back again a man 
well over sixty years of age whom we i 
pensioned off three years ago. He is —§ 
hale and hearty and is a fire watcher ~ 
at one of our factories. E 


Not the least useful point about m 
folder-records of this kind is that they. 3 3 
are so convenient to handle, and er i. 
can contain photographs, copies of | 
testimonials and other separate it 
without their becoming lost or detach 
from the employee record to wh 
they «efer, MI 









eeathine operators to high efficiency. 


rTAR-TIME trading -brings so many 
M cinpredictable problems day by 
- day that it is only by rigid en- 
4 forcement of the most comprehensive 
ey that any firm can carry on. 
The smallest thing left to chance can 
~ result i in chaos when the human element 
- ds, through force of circumstances, not 
y: altogether reliable. 
Staff difficulties are, in fact, a major 
E trouble that is rapidly becoming acute, 
Bend for this reason any mechanical or 
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ry extraneous help that can relieve the 
>, -situation is of enormous importance. 
Particularly is this true where calcu- 


AC dations and costings are concerned 
E because machines do not suffer from 
4 ee ac or fatigue, and though 
their proficiency does certainly depend 
upon the skill of their operator that 
d E skill is largely a result of sound 
f, preliminary training and routine, and 
) as such does not make any severe claim 
M On their mental freshness or powers of 
concentration. 


ra 


Machines Are Used Mainly In 
These Three Ways 


Calculating machines are no new 
— story. They are used by practically 
— every progressive firm, usually in one 
or more of three specialised ways. They 
may be fully centralised at one point, 
they are used departmentally,*or by 


he Calculating Machine 


a Focal Point In Every Business 


Review of an all-British machine 


that 


overcomes a number of war-time difficulties 


— The organisation of tins British company includes special schools for traming 
ri Users of these machines can therefore 
E be assured of the availability at all times 
E executives can send members of their own staff for training or refresher 
| courses, 


of trained operators. Alternatively 


an executive handling figures which are 
too confidential to be turned over to 
anybody else. 

A recent analysis showed that 53^» of 


all calculations represent simple 
addition, 39% multiplication, 6% 
division, and 2% subtraction, which 
explains the supremacy of the key- 


driven machine over the crank or the 
key-cum-crank type, since a key-driven 
calculator is the simplest for addition, 
while at the same time it can be used 
for every other type of calculation. 

Until the outbreak of war calculating 
machines were imported from Germany, 
Switzerland, Norway, France and 
America, but with the closing of these 
sources there was produced what is 
claimed to be the first and only all- 
British machine. 

For four 
Company 
menting 


years the Bell Punch 
had been extensively experi- 
with a key-driven calculator. 
During this time several hand-made 
models were produced, each an 
improvement on its predecessor. Then 
in March 1939, when it became 
obvious that war was imminent, the 
directors realised the importance of 
going into production at once, not solely 
because of the open market but because 
the development of our export trade 
and the building up of industries which 
will absorb man-power after the war 
is a vital national necessity. So the 
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London Computator Corporation was 
formed with a view to marketing the 
Sumlock adding and calculating 
machine. 


Any Mistake At Once Proclaims 
Itself To Operator 


A particular feature of this machine, 
and the outcome of long research, 1s the 
“key-lock” which shows an operator 
exactly where a mistake has been made 
and causes error rectification to become 
automatic without need for cancellation. 
It is claimed that no other calculating 
machine has this feature, although 
certain forms of key control have been 
used. Sumlock have applied the 
principle to multiplication and division 
as well as to addition. A consequent 
saving in time has been observed to 
result on account of the lessening of 
the nerve-strain upon the operator. To 
know that an intricate extension has 
not to be started all over again because 
of the faulty depression of a key is 
half-way to eliminating such accidents. 

Although this machine is young in 
years there is behind it mature planning 
and presentation. Long before the 
public had ever heard of it the company 
had recognised the great importance of 
uninterrupted mechanical service and 
of intelligent, fully trained operators. 
The building up of such a service 
presented no great difficulty to the 
company for behind them they had the 
experience of the Bell Punch Company, 
which, since 1878, has been building 
and servicing Cash Control systems all 
over the country. 

The organisation and precision which 
they have brought to the marketing and 
maintenance of ticket issuing machines 
and taximeters, where the slightest 
inaccuracy is a matter of Governmental 
intervention, lies behind the London 
Computator Corporation. Right through 
the country there is no gap in their 
mechanical services. 


Executives Can Make Good Use 
Of This Service 


Mention has already been made of 
the importance of trained operators, 
and to this end schools exist in the 
most important cities of the United 
Kingdom where pupils undergo training 
in all forms of commercial calculation. 
By no means every girl who applies for 
such training 1s accepted. The standard 
required is high, and more-than-average 
intelligence is demanded in addition to 
a sound knowledge of mathematics. 
The majority of the girls spend three 


(Continued on Page 31). 


! uy e Doe: It : 


Human Wa tcher’s Job far ued. 


Less Uncomfortab le : 


t. Morrison 

Er ers to safeguard 

| very business building p raised 
difficult diac for. iployers" 


scarce. 
members of the’ 
points at once arise : 
ONE 
^. First there is the fact that most workers 
employed in London and other big centres 
live outside these areas and the majority — 
"the men folk at anv rate—are already 
. Wardens, A.F.5. or other voluntary 
officials in their home districts. To give 
can example of one London firm: out 
^ot oR male staff 80 were Wardens, etc. 
in their home areas, and of the remainder 
only two were free and fit enough to be 
‘expected to volunteer for fire. watching. 
To withdraw Wardens frém their local 
sites to get them to do night duty some- 
where else would completely upset the 
: valuable local arrangements that have 
built up. Not only so, at night time 
people naturally want to guard their own 


homes. | 
TWO 


Secondly, and there is no question about 
his, it 15 not easy to get employees volun- 
farily to stand all night, unsheltered, on 
. the roof of their place of employment, 

. especially in winter weather, and endure 

entrated blitz. Employers are padi 

ns out. i 
^ In very large organizations where short 
spells of duty are made possible by a 
number of reliefs, and where resources 
enable comfortable quarters and feeding 
for watchers off duty the difficulty in 
regard to number two may not be so 
great, 

But the vast majority of businesses are 
not large concerns. And the idea of 
several separate firms making a co-opera- 
tive plan 1s not so simple to work out as 
if sounds. 

"The automatic fire bomb detector solves 
nearly all these difficulties, | say nearly 
.all because it does depend, in the end, 
on the presence” of a human watcher. 
. But for this watcher much of the danger, 
. difficulty and discomfort are removed, as 
A owill show, 

| in. short, the automatic fire bomb de- 

r 1$ a. small light-sensitive electric 

his cell takes the original place of 
er up on the cold, 


a dé it ie Vital 


-down 


for an unlucky H.E. 


exposed 


“BUSINESS” INVESTIGATOR 


and dangerous roof-top, If a fire bomb 


falls on the roof, and is not a complete 
dud, its very first flicker of light is in- 
stantly picked up by the sensitive 
relayed to sound an alarm bell or buzzer 
in the air aid shelter or other 
selected. spot where the human watcher 
can be. waiting in safety and comfort, 
That is the essence of its working. But 
in practice an installation does more than 
that. For instance, a roof may have dif- 
ferent sections or levels divided by light- 
proof walls. 
one or more of the sections, 


case a cell would be installed in each 


*ection, These would all relay down to the 


single alarm in. the shelter-—but by an 
indicator the ringing alarm would tell the 
watcher on what section or sections a fire 
bomb had fallen. Thus he would know 
exactly where to go to tackle the outbreak, 

Similarly, cells can be placed at strategic 
points anywhere inside the building itself. 
Each cell has its indentification signal at 
the alarm point so not a moment need be 
lost in getting to the seat of a fire, There 
is no running to and fro all over the place 
seeking the spot. 

While the active cell of the detector is 
exceedingly sensitive to the merest flicker 
of sudden light nearby (the user can in 
tact ‘tune’ its sensitivity just as radio is 
tuned) it 1s not sensitive to the gradually 
increasing light of, for example, dawn 
breaking, 


If Unit Is Damaged It Still 


Sounds Alarm 


The operation of this instrument de- 
pends on the electric mains, you plug-m. 
In a raid, of course, it is always possible 
to break the mains 
and cut off the current, Lf this happens 
the alarm of the detector automatically 
sounds, thus signalling to the watcher 
that it is out of action and indicating to 
him that he must take over completely, 

In the same way if the mains are not 
hurt but any part of the detector itself 
gets hit and put out of action, or even 
if the sensitive valve falls off in efficiency 
(as it is- bound to do in time, like a radio 
valve) the alarm is automatically set going. 
The watcher is thus never left in a 
position of false security. 

The sensitive cell will pick up direct—or 
even reflected—bomb light up to a range 


cell and 


A fire bomb may fall in any. 
in such a 
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1ecking Danger 
What Stick-on Material is Best? 


aM SEI EN 
Here are Some Practical Tests 
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Short of the removal of the glass or protection by armour plate 
nothing can save glass from being broken, if it is within the blast 
area. The problem is therefore reduced to one of preventing the 
glass fragments from being converted into highly dangerous missiles. 
These tests were carried out with the latest anti-shatter materials 
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> The above test-window is glazed with 
| different weights of glass protected by 
Various types of anti-shatter material, 

— A, is a pané of 24-oz glass with no 
protective material 







a ^ B, 18-oz, glass with large mesh ordinary 
—q«wality anti-shatter netting (not carried 
mo frames) 

" 4, 


TC s p glass, same netting 
^ OD, 18-oz. glass, no protection 
| E, 24-0z. glass, no protection 
z _ 18-oz. glass, large mesh stronger 
ity netting 
G, 24-02. glass anti-shatter cloth protec- 


D 
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; 18-02. glass, same anti-shatter cloth 
Z4, 24-0z. glass, large mesh stronger 
“quality netting 

ppp these tests three types of net material 
TE were tried, one of anti-shatter cloth 
and two of larger mesh curtain netting 
of different weights. Two common weights 
Of glass were used. In all cases the anti- 
Shatter materials used contained their own 


^ 


—-adhesive and were given an extra coating 
» of adhesive after they had been fixed to 
Tithe Surface of the glass and allowed to 
"dry. On some of the panes the net was 
— Carried on to the surrounding woodwork 
nof the frame, in other cases it was cut 

_ to fit just the glass. In every test only 
^ one side of the glass was protected. 

— Obviously, it was not practicable to use 
» full size bombs. Use was made therefore 
T of smaller bombs exploded at closer 

distances accurately calculated to produce 
the same effects as full size bombs at 
| greater rdhge. 








Mes 


With a bomb at 4o ít. (equivalent to 
-. . ..500-lb, H.E. bomb at 160 yards). 
be All the squares of glass were broken 
M except the 24-oz. Sheet Glass in the bottom 
2might-hand corner (pane 1) of the window. 
e uncoated glasses had burst outwards 
and the fragments were dislodged. One 
“pane (E) with the open mesh fabric netting 
had fallen out-in-front of the wall, but 
~ the cracked glass was still held firmly 
= together by the netting, 


- Second Test 


- With bomb at 3o ft. (equivalent to 
7. .500-Ib. H.E. bomb at 120 yards), 
7. The anti-scatter cloth behind pane H 






From Data Provided by 


PILKINGTON 


had split along a line 8" or 10” in extent. 
One of the glasses (pane I) with the 
fabric netting had been dislodged and was 
hanging in front of the írame though it 
was still holding all the fragments of 
glass together. It can just be seen hanging 
over the front of the frames, This pane 
had had one corner loosened by the first 
test. The 18-oz. glass backed by the 
heavier of the two fabric nettings (pane 
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See "First Test" 

F) was also partly hanging, though none 
of the glass had fallen away from the 
fabric, 


Third Test 


With bomb at 20 ít. (equivalent 
500-lb. H.E, bomb at 80 yards). 

The previously unbroken pane (G) with 
the anti-shatter cloth, was finally broken, 
and the glass in bulging had split the 
cloth several inches. No great change in 
the condition of the window was appar- 
ent except that what damage had been 
done was further intensified, 


to 


Conclusions 
——— À— - -——____--- 

1. Three main points emerge from these 
tests: From the point of view of safe- 
guarding against personal injury due to 
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broken glass, all three types of material 
would be of considerable value, provided 
they adhered sufficiently firmly to the 
glass. 

2. The effectiveness of the anti-shatter 
cloth can be considerably improved if after 
applying it by means of the adhesive with 
which it is impregnated as received, it is 
given a further coating of adhesive. With- 
out this extra coating there is much risk 
that glass fragments will be torn away 
from. the material when the glass is 
broken. 

3. To obtain the maximum safeguard 
the nettings and cloth should overlap the 
edged of the glass, and to be fixed firmly 
to the framing, a lap of 3" or more all 
round being desirable. Some of the panes 
treated in this way remained in the frames 
after all three blasts, whereas in those on 
which the net was not extended over the 
frame the glass was thrown out of the 
frame although it still remained held by 
the materials, 


Test On PLATE Glass 
Fabric-Netting Covered 


This test was to supplement informa- 
tion obtained in the others. The behaviour 
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the netting in the earlier tests had 
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See "Second Test" 
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suggested that it might be strong enough 
to hold together larger and thicker win- 
dows when the glass was burst by blast. 

For this test a 7-ft. square of 4-in. Plate 
Glass was mounted in a test window and 
the netting applied to the inner surface 
of the glass by the manufacturers. Two 
widths were used, overlapping slightly down 





Nec “Third 7 est” 


the window, and the netting was carried 
over the frames for about 13-ins, all 
round. In addition to fixing the netting 
to the frame by the adhesive with which 
it is supplied impregnated light wooden 
fillets were sprigged into the frame imme- 
diately behind the glass. The object of 
this was not to provide additional support 
to the glass but simply to ensure that the 
netting would adhere properly to the 
wood without risk of its curling or shrink- 
img away from the wood during drying 


3 Tests 


equivalent to a 
120, 50 


bombs 
exploding at 


One each with 
500-lb. H.E. 
and 40 yards. 

After the third test, which represented 
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‘he POLISHED PLATE EXC 
== WITH FABRIC NETTING <== 
BENINO. 


E e ————- e A -5 


This plate glass windox 





was hit by 


a cumulative effect of three blasts at de- 
creasing distances, the amount of glass 
which had fallen away was less than 2% 
of the total window area, and all the 
fallen fragments were lying either on the 
window sill itself or on the ground imme- 
diately below the window. 

As a result of the third test the glass 
was left sagging rather badly and bulging 
inwards, supported entirely by the netting, 


still attached to the sides of the frame. 
The netting itself had been cut or torn 
in several places near the side of the 


frame, several of the cuts being 6 or 8 
inches long. These cuts followed cracks 
in the glass, and had apparently been made 
by the sharp edges of the broken frag- 
ments as the glass moved inwards and 
outwards under the action of the blast 
wave. In many places the cuts were only 
prevented from being long continuous 
slits by the fact that the fabric had held 


in one or two meshes. 


Conclusion 


The tests completely confirmed the 
point about the effectiveness of al] flexible 
coatings: Le, that their value depends on 
the adhesion and on the inherent strength 
of the coating. 

The adhesion between the netting and 
the glass is of very considerable strength, 
even without a second coat of glue applied 
after the fabric has been fixed with the 
adhesive it contains as supplied. The fab- 
ric itself, also, is of ample strength, and 
it may be stated without reserve that 
when this fabric is properly applied it 
should offer all the protection that can 
be expected of any material for simple 
application to the surface of glass. The 
degree of protection is, in fact, of a very 
high order. 








A.R.P. Protective Walls 


HE tollowing has been prepared by 

the Research and Experiments 
Branch of the Ministry of Home Se- 
curity for the guidance of executives 
and A.R.P. Officials in industry : 

The function of protective walls is 
to give personnel protection from splin- 
ters, not from blast. The walls can be 
considered as of three general types— 
I. Full Height Walls 
Advantages— 

« 

(ab Useful as fire stops. 

(b) Limit mild blast damage to roof. 
Disadvantages 





(a) May be blown down by fairly 
mild blast. 
(b) Will form missiles from a near 
hit. 
Construction — 


If essential (as fire Stops) they might 


three SUCCESSIVE blasts oy increasing 


vtolence (see text above). Right hand side view shows it stood up well. 


be constructed in reinforced concrete 
or steel frames independent of shed 
structure, and so be rendered less likely 
to collapse. 


2. Half Height Walls (6ft—8ft.) 
Advantages— 


Give necessary protection to mach- 
inery or plant specially vulnerable to 
splinters. 

Disadvantages— 

(a) Will form missiles from a mod- 

erately near hit. 

(b) May be blown down by 

mild blast. 
Construction— 

As their function is to protect plant 
these walls should only be built in box 
form or three-sided. This will make 
them more resistant to collapse. 


3. Dwarf Walls (2/t.-Gin.—4ft.-6in.) 
Give necessary protection to person- 
nel and some to plant. 


fairly 


Working Through Raids 


N one concern where it 1s the prac- 

tice to have one warden on duty to 
every ten people at work in the factory 
we were told that the dwarf walls were 
found most useful. In this works it is 
each warden’s job always to see that 
there is a place for each of the ten 
employees in his group to duck into 


when necessary. The dwarf walls, a 
warden said, seem tó be first choice 
among the hands. 

Camouflage 


HE voluntary camouflage of indus- 

trial buildings is officially encour- 
aged, Executives find however that, 
owing to weather action, most forms 
of camouflage do not last long. being 
effective for only a few months. It is 
therefore, a recurrent expense. In 
addition, the necessary paint, distem- 
per, etc., often cannot be obtained in 
sufficient quantity. We should be glad 
to hear from readers on this point of 
camouflage. What are your views about 
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6 foot-candles — 
minimum k 


5th REPORT OF THE DEPARTMENTAL OC. E 
OMMITTEE ON LIGHTING IN FACTORIES) ^ | 


9 METROVICK ILLUMINATING ENGINE 


will be pleased to advise wna a 
make a competent haruna ary 
of your factory. 


METROVICK & COSI 
LAMPS. cm 

will provide maximum lamp efficiency essential fo 

carrying out the Committee's recommendat 


@ METROVICK ILLUMINATING ENGIN RS ar re 
located at all branches. Apply to the M.-V. dep E 
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d in your district. 
METROPOLITAN - VICKERS ELECTRICAL COMPANY, ite 
NUMBER ONE : KINGSWAY TUN LS W. co E 
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but as simple as A B je 3 
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x W 1 LOK ES 3 -i 
CONTINUOUS STATIONER Y 3 
can be used on your typewriters” - 
without any additional gadge 


whatever. 


2. 


% Simplicity itself. Can be -— | 
and taken out of your typewriters E 
as easily as a letterhead. E 
* Wilkes JANI system retains the carbon papers in the typewriter and eliminates de | 
inserting and taking out of loose carbons each time. Gives you all the advantages and E 





definite economies of Continuous Stationery without a penny to spend on extra equipment. E Tz 

X« Saves between 20% and 50% of typists’ time. | Demonstrations with pleasure. E. v 
E 
* Worth while looking into, isn't it? oe d 
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| JAMES WILKES LTD. tiviti BILSTON | 


~ Also at LONDON : BIRMINGHAM : MANCHESTER : LEEDS : LEICESTER, Etc., - 


> Peers oor? LU " " TS À "e PP 1 4 , —— f 4 im > M 
a NUT "2st 7 4 x i " “+ > T oe a r a, *2 f E 4 ! PC P y 
EDET eu - : My t$. n emai Ye: t e bars. 3 allai» Ta . puih AT rie LE RN UA 


AE ^ E: Ud ‘ » 
[oer P FCU EE 
NS E: ene 7 
are VOU exper TICES 
PIi 
-aP y » 
E i 






































ni many firms ; are now hoist- 
a f signal flag from their 
TO bs to act as a local danger warn- 
dmi a ‘anyone rotmd about who cares 
T: o see ‘it. Use of the flag, of course, 


p. 


e lhese 


disposal of wood waste has be- 
d "increasingly difficult in the last 
ye "di r ne pens a recasting of current 
vate . Wood waste cannot be allowed 
pt "cumulate in sawmills and factories. 
a days waste if not removed would 
jy slow production, while a little 
would choke the entire productive 
nai y and bring it to a standstill. 
‘Sometimes waste of this type is carted 
i E for dumping or—more tsually— 
incineration, This procedure 
the disadvantage that shavings, by 


S 1 


i 7 P > 
+ oles: 


sor of their bulk, form uneconomic . 


loads since a lorry load does not fully 
ise the vehicle's capacity. Consequently 

ge contractor has to charge at 
higher than for handling less bulky 


ér 
mé. 


To: fay the position is aggravated; 


many "^yehicles having been withdrawn 
1 rom service it is sometimes next to 
impossible to get material moved at all. 
Again, t hose contractors who used to burn 
such vaste on large open dumps have to 
make other arrangements in many cases 
“to, defence regulations. 
ult there has been increased 
est in economic methods of small 
gale incineration and improvements have 
i} made in the disposal of wood waste 
| y bur ning in furnaces. 
ET he wood ‘refuse destructor shown here 
has been adopted widely since its recent 
introduction, It consists basically of a 
me cha ical hopper feed and a combustion 
hamber in which the chips are burned. 


gs a How The Unit Works 


TH ie POP receives shayings, sawdust 
etcs t enerally collected by a cyclone from 
he workshops; The waste is then metered 

from the bottom of the hopper by a drum 

with _obstructions on its surface turning 
ween three and twelve revolutions 
er minute. The chips then pass into an 

. ir stream set up by a blower delivering 

at a suitable velocity and volume 

to the quantity to be dealt with, 

quently into the ductwork and 

cc Mb: stion chamber of the furnace. The 

eris "drum is driven by a 13-H.P, motor 

rougl a croft's variable drive, while a 
ni EN otor drives the blower, 

Se rne shavings impinge in the 

ice on à EE EMory brick bridge so 
nos Dare. thrown up and back, being 
sq "n: 


-still in the air. The ' design 
of nber provides complete com- 
.bustion. of the waste at about 15 feet 
from th e feeding mut the products of 
i (comi istion taking the form ‘of high tem- 
per: ure gases, reaching a temperature of 


Tet bout. :3,200 deg. eroticas at this point. 


pacity of the units is governed 
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‘all firms. can’ have conbent ‘ 
so those who are lucky and provi 
signal flag for others are performing 
a much appreciated service. 

We know of several neighbourhoods 
where small firms are able to carry on 
through alerts because of accurate guid- 
ance from the signal flag on the roof 


> 





Coal Danger . 


qs dropping of bombs into large 
stacks of coal can initiate heating- 
up that may not be detected for many 


days. This is therefore a special point 
that A.R.P. units should watch. 


Bur rn Your Wood Waste and 


Two Economies... 


I. Cut Out the 


Cost and. Delay 


of Removing the Waste 


2. Have Ample 
Use In Your 


This New Wood Refuse De- 
structor Makes It Possible 


by the air speed and the meter drum 
speed, while it is increased by the embodi- 
ment in the design of an adjustable lip 
which, by reason of its position in the 
air stream, produces a vacuum effect which 
draws the chips by suction. 

One and a half tens an hour can easily 
be dealt with by a standard unit. These 
units will take up to 10% of sawdust with 
the chips. It is under some conditions 
inevitable that occasional pieces of wood 
too large to pass the meter drum will be 
deposited in the hopper. 

To prevent such material from jamming 
and damaging the loader a spring loaded 
trap is provided, This is forced open by 
any piece of wood too large to pass. The 
unit in fact is foolproof, requiring the 
minimum of attention, 

This type of unit has been installed at 
many sawmills, timber works, and other 
woodworking firms throughout the 
country. 


Cost And Savings 


As the 13 ton per hour installation costs 
about £1,500 to instal and requires little 
maintenance the saving on  cartage 
amounts to a good return on the capital 
outlay, taking an average output of 1 ton 
per hour for a 50-hour week. For com- 
parison the cost of removal can be taken 
as 10/- a ton (including handling in 
sacks) entailing an outlay of £25 per 
week, and at this rate the cost of an 
incinerating plant of this type would be 


covered in just over a year, —— 


Free Fuel Eor 


Own Boilers 





This comparison assumes that no use 
is made of the products of combustion in 


the furnace, In fact a waste heat boiler 
can produce 6,000-lbs. of steam per hour 
on a consumption of 13 tons. 

The British Brush Co, for example, 
have for some years obtained practically 
all their power from return tube boilers 
in a waste heat furnace fired by chips 
and shavings. 

At one time the furnaces were fed by 
hand, shavings being collected from a 
cyclone system in two pounds at the en- 
trance to the furnace room. 

A 13-ton Stoker was installed, feeding 
one of the two furnaces by suitable duct- 
ing, and their experience shows that the 
plant fired by these Stokers will only 
require the attention of one furnace hand, 
where formally two were employed. 

Thus the uhit can be equally useful as 
a stoker for existing | 
destructor 


furnaces or ^ ud 
plant. | . aw " r Pia 











GEARED 
for Efficient 
Output 


To keep all the wheels—in all 
the departments—turning at top 
speed all the time ... why, that 
sounds like millenium, But it's 
the sort of problem that Kardex 
is tackling, and solving, daily. 


There's a reason. Kardex 
experts understand not only the 
pitfalls of your industry, but the 
pitfalls of system planning too. 





They provide simple, practical, 


action-compelling solutions. Let 
them talk over your problemas, 
and plan for more efficient 


production. 





Write for Stock and Planning leaflets 
Nos, 216 and 217. Kardex Visible Control 
Systems, 1, New Oxford St., London, 
W.C.1. Telo.: Chancery 8888. 






One Machine does the work of Two 


Continuous Form Billing in addition to regular typing 


Your typewriter actually does the work of two machines 
when used with "'Fanfold" Continuous Form Adapter, 
because the many time and money-saving methods of the 
Continuous Form Billing Machine are added to all the 
advantages of regular typing. 


"Fanfold" Continuous Forms typed over our Attachment 
effect savings in Billing time and costs, ranging from 17% 
to 78%, without affecting the operation of the typewriter 
for regular correspondence and other purposes. 


"Fanfold" Adapter places no strain whatever upon the 
typewriter carriage; because of the very simplicity of con- 


struction and operation there is nothing to get out of 
order, 


anfo/ 


"MADE wane 


NORTH CIRCULAR ROAD, LONDON, N.W.2 


Telephone : GLAdstone 5477 (3 lines) 























No shrunken 
overalls to hamper 
the Home Guard ! 


A man's efficiency is lowered by overalls that restrict his movements, 
This is just as true of the factory worker as the soldier. The Army 
specifies cotton overalls that won't shrink. Why don't you ? 


HB Army knows that men 
can't fight properly in 
shrunken clothing. 

That's why, when the Home 
Guard overall cloth was ordered 
by the Army, the suppliers were 
told that it had to be commer- 
cially shrunktoa certain standard. 
The cloth has to pass an official 
test under which it must not 
shrink more than half of 1% in 
length or 29; in width. 


These tolerances are also assoce 
ciated with many civilian cloths 
in" Rigmel"-Shrunk. '* Rigmel” 
was already the most widely used 


Britain for controlling the shrink- 
age of cotton cloth, so it may now 
reasonably be regarded as an ac- 
cepted standard. 

If reliably shrunk overalls are 
essential tothe Home Guard they 
are essential to your workers. 
The diagrams below show the difference between " Rigmel " and some 


" unshrinkahle '' finishes on the market. They also explain why the 
Army specifies particular shrinkage tolerances approximating to the 


" Rigmel " standard practice. 
ECOS ETTIR 
34 35 36 
Cloth ' Rigmel -Shrunk 








c cerall that n 


tvon't shrink more than 1" in a vard. 





34 35 36 
so-called “ shrunh," “ fully shrunk ” 
and “ guaranteed unshrinhable " overall clothe 
shrink by as much as 24° in a yard. 


Rigmel - Shrunk 
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 INCENDIARY BOMBS 


become entirely molten metal within 60 to 
beata of falling. That is quitea long time 
ime enough to run to the spot and to go. 
d le. 
"action with a FIRST AID APPLIANCE. 


jou can get at the Bomb within the 
minute with a NUSWIFT R.S.Q. you | 
KILL THAT BOMB IN SECONDS 


if an Incendiary | 
Bomb falls out- 
tide DON'T WET 
IT! That only 
provides a target ! 
Shovel earth or 
sand over. |f it 
falls through à. 
roof and among 
infhammabh le 
materials, tackle 
it with the 
NU-SWIFT R.S.Q. 
The WATER 
method is offici- | 
ally recommended 
(spray for the 
bomb and jet for | 
the fire) and the 
R.S.Q. gives you 
a much more 
powerful spray or 
jet than an ord- 
ipary Chemical 
Extinguisher will | 
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Every minute 
full 
results when 


yields 


work is organ- 
ised by the aid 
of 


Gledhill-Brook 


TIME RECORDERS 


Write for details of Equipment and Service: 





į against wrong postings. 












NOTE. You can work CLOSE 
‘to the Bomb with the R.8.Q. 
E 7. can use it single handed. 
~ Also, unlike a hand pump, 
| there is. no danger of ELEC- 
O e SHOCK if live wires 
are hit by the jet. 


do. Of course the | 
pressure is infin-- 
itely greater than 
that secured with 
a small hand 
pump, and it is 
a constant 
pressure, ‘ 


GLEDHILL-BROOK TIME RECORDERS LTD. 
Dept. 58, Empire Works, Huddersfield. 



















te NUSWIFT ENGINEERING Co. Ltd., Elland 
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New staff, war-time 
problems, unfamiliar 
work. We have plenty 
of books written by 


experts showing you how 
to make the best of 
difficult conditions, how to take advantage of 
what opportunities come your way, how to run 
a business on the best modern lines, 





PITMAN'S BOOKS 
MEAN EFFICIENCY 


A FREE SERVICE 


Subscribers are entitled to free advice 
on any problem arising in their own 
businesses under the following heads: 


Transport (internal 
and external, costing, 
maintenanoe, eto.). 


Management (budget- 
ing, costing, statistice, 
stocks, personnel con- 
trol, ete.). 


Office equipment (the Lighting (to reduce 
es ól every kind of 7t" and increase 
appliance, system and efficieney). 

methed). Insurance (business 
Machine Aecig. (any and personal cover, 


specia! preblems). Factory Aet, ete.). 
Service Department 
BUSINESS 


Whitefriars House, Tallis Street, E.C.4 
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Collections ; 
(Continued from Page 20). 

tor had inserted the debit balance, 

automatically reduced the outstanding 


balance. Finally comes a small item of 
6s. 6d. supplied from our Glasgow 
office, making a balance at that date 
of £72 6s. 6d. 

On the right-hand side of*the state- 
ment wil be found an Account Ref., 
in this case “Hen.” This, I think, is 
peculiar to ourselves and might be 
found useful to other firms as a check 
Where there 
are a large number of accounts there 
is often a probability of duplicated 
names, By using a reference which 
refers only to surnames we élminate 
possibility of error. 


These Two Operations Are 
Done Simultaneously 

We use the machine likewise for 
making out cash receipts and for mak- 
ing up the cash book, the two opera- 
tions being performed simultaneously. 
Our customers pay their accounts either 
at our head office or at one of our 
branches, as suits their convenience. A 
carbon duplicate of the receipt is made 


by the machine which, after it has 
been used for posting to the ledger 


card, is sent to our branch manager, if 
the customer is situated in the pro- 
vinces, so that he may keep his local 
records up to date. 

In these days when staff movements 
are likely to be so uncertain we trained 
two other young women in the opera- 
tion of the machine and the system. 
Thus we have two qualified deputy 


operators to supplement the regular 
one. In this way we guard against 


delays or hold-up that the present un- 
predictable situation may cause. 

As in every other phase of specialised 
work proficiency is not maintained with- 
out actual practice. Knowing the theory 
and the principle is not enough, speed, 
dexterity and accuracy which is the 
outcome of constant practice 1s what 
is required. 

To sum up I can say that we are 









IMMEDIATE 


1 With Dictograph Telephones installed the Chief 
eee can communicate with any depart- 

ment direct— by a simple flick of a key. All 
=e can also communicate with one 
_ another, but executive calls get priority auto- 
matically. A representative wili gladly call to dis- 
cuss possibilities. Information, demonstration, 
, survey, estimatesorrentalterms-íree on request. 
. Twenty-five years’ experience at your disposal. 





. LOUDSPEAKING INTERCOMMUNICATION 


DIRECT CONTACT 


NO SWITCHBOARD — NO DIAL 





DICTOGRAPH TELEPHONES LIMITED 


Abbey House, 


Westminster 


bl? ABBEY 


5572 (3 lines) 


Works at CROYDON ana Branches at GLASGOW, BIRMINGHAM, MANCHESTIR, LEEDS, NEWCASTLE, 
BRISTOL, CARDIFF AND DUBLIN. 


A.R.P. AND MUSIC Consult our nearest Branch Manager on Telephone and Sound.— 


systems for A.R.P., Music in Factories and Staff Location, etc. 


A 
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very satisfied with our system, We have 
at all times à complete picture of our 
business, and there is scarcely any in- 
formation which I cannot provide for 
my directors on the shortest notice. 
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-Calculating Machine ESIV 

. ra EC 5 
A Foeal Point se ome - " Speedfix " is approved by the MINISTRY 

M c OF AIRCRAFT PRODUCTION, and is 

used by Avro, Bristol, Rolls-Royce, 
months in the schools, qualifying at the 2 ees Daimler, De Havilland and thousands of 
end of this period for a diploma of dr Dc other leading aircraft and engineering 
efficiency with which they can enter a TR. 
first-class career. 

On the other hand, where firms 
prefer that their staff should receive 
instruction. under the supervision of 
their own executives, Sumlock teachers 
are sent along to train classes of girls 
m whatever types of calculation the 
management requires, 

Alternatively, the girls can be sent to 
one of the schools for a short intensive 
course in any particular form of 
calculation. 

All Sumlock operators are welcomed 
back to any of the schools for refresher 
courses whenever they choose to take 
them, and each of them knows that 
whenever she likes she can bring to her 
school's Principal any new problems 
she may have encountered, which 
means that she can always tackle any 
sort of work with a sense of security 
and confidence. 

This is invaluable, not only when a 
girl is taken on to the permanent staff 
of a firm, but especially when she is 
sent out by the Sumlock Calculating 
Services on temporary jobs. 

It is easy to appreciate just what this 
reliance on outside help can mean to 
harassed executives all over the 
country in abnormal times like the 
present. 

It is not claimed that because a 


Continued from page 22. 


firms in drawing-office, factory and office. 
STICKS WITHOUT MOISTURE 


OFREX LIMITED 


I5-16 NEWMAN ST. LONDON. W. 


A.R.P. AND 
FIRE FIGHTING 
EQUIPMENT 













The most practical 
storage method 


Tackle your shelving problems with Evertaut 
Steel Shelving, The simplicity and the speed with 
which this modern storing equipment can be 





































PROTECTIVE CLOTHING 
RESPIRATORS 
FIRST AID EQUIPMENT 


* 


TRAILER FIRE PUMPS 
HOSES AND FITTINGS 
FIRE EXTINGUISHERS 
Etc., Etc., Etc. 






erected and dismantied is a feature that is given | 

| [ i greater value by the standardisation of all com- 
ue yere s eed ct ponent parts in the Evertaut range. Features 
Britain a s cod Jaco, better than one SPECIALISTS include: Exceptional strength, rigidity and clean 
manufactured abroad, but it is claimed liness. Resists flame, water and withstands 

that the ingenuity of the best brains, * vermin. Can be extended any time. Your#asters | 

long engincering experience and fine | needs Evertaut Stee! Shelving. 

materials and workmanship are put i 

| STIRRUP PUMPS | | 

REDHILL EQUIPMENTS | é T X 


—'"HLIMITED »— 
WORKS STORAGE EQUIPMENT 






PENCILS 


VENUS PENCILS are 
incomparably smooth and 
long lasting, their standard 


of quality never varies. 


MADE IN ENGLAND 
KNOWN THROUGHOUT THE 
WORLD. 


If you have any difficulty 
in being supplied, write 
direct to the address 






Write for 
particulars to: 
EVERTAUT LTD, 
WALSALL ROAD, 
PERRY BARR, 
BIRMINGHAM, 22, 













Proprietors 


J.B. Brooks & Co.,Ltd. 







Engineering Stores & Services Ltd., 
Ess! Works, Ashton Gate, BRISTOL, 3. 










f From 6b 

below for sample, stating softest to 

. 7 : ,GI , Birmingham & Manchester. 
which degree you prefer, oh, hardest Also at London, Glasgow, Birming 


Longieys - 





VENUS PENCIL Co. Ltd., LONDON, E.5. 
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REGISTER OF BU SINES: 
i SERVICES AND SUPPLIES 







‘TRADE ENQUIRIES INVITED 


BE 
PREPARED 


A.R.P. Stirrup Pumps. Jet and Spray 
Nozzle, 30ft. best hose, made from solid -> 
drawn  rustless steel] tube, no soldered 
i| parts, made Lm. Last a lifetime. 








BRAVON 


.ALL-STEEL 


CABI NETS 
33" X Tm 12" 


For Account 
Books, Records, 
Documents, &e. | 


MODEL "C" 




























j| 27/6, carri forward. Immediate 
es 8 3/- [| delivery. 
` imehwling Porehase Tax. PENTON ENGINEERING 
Ir. ge Paid. | 
AVON OFFICE EQUIPMENT Co. | Mey Har ceu e pf 
te eo S.l | S Grébentonville, London, NJ, — 
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| BUSINESS OPPORTUNITIES 


* A.R.P. 


SERVICES & SUPPLIES 
ARE GOOD LINES TO 
ADVERTISE IN “BUSINESS” 


NOW 


Full particulars of rates, etc. 
will gladly be forwarded on 
request to Specialised Advertise- 
ment Manager, "BusiNEsS," 6 
Carmelite Street, London, E.C.4. 
Telephone: CENtral 989r. 


NATIONAL SERVICE 


"s the least 


ou can do— 


: A M 
= GIVE ONE PENNY EACH. 
— WEEKTO HELP THE | 


E 5- | 
“a — . RED CROSS CARE | 
- FOR THE WOUNDED 


o € ‘Start ‘Penny anes scheme where you work. 

|.  . Send a to the Lord Mayor of London, 
» Y C Pag eie House, E.C.4, for full details. 

ST Red Cross thanks this Journal for the free gilt 
Bo - of this announcement. 





Ny, . 
















| A TI ostini 1/6; each additional line TIME RECORDERS 


ed er part of a line 2/6. Box No, counts as one line 
^ and is to be paid for; replies are forwarded free 
í 2j9; discount for 3 insertions, 5%, for 
yn 10%, for 12. Payment with order for single 
insertion. Display panels 24/- per single column 

- imch. Discounts as above. Special rate for 
EE xS 





Staff Time Checking and Job Costing Time 
Recorders (all makes) for quick cash sale, exceptional 
condition.—Write *'Betarcol'"" Box 345, BUSINESS, 
Whitefriars House, Tallis Street, E.C.4. 





BUSINESS OPPORTUNITY. 


-—— — — | The Proprietors of Letters Patent Nos. 351, 276, 
. " | 413, 205, 431, 623 and 431, 627 relating to CAL- 





| CULATING MACHINES are desirous of entering 
into negotiations with interested parties with the 
object of granting licences on reasonable terms for 
|' the purpose of exploiting the patented inventions 
and ensuring their full commercial development and 





« 














- ET m "A presion] workings in x ae gountry. Box 515, 
r^. USINESS, iitefriars House, Tallis Street, E.C.4. 
. "À Large Selection of  Ex-Government and t 
OTHER STEEL AND Woop Orrick FURNITURE, IN- | 
‘CLUDING FILING CABINETS, DESKS, CARD INDEX WANTED 
- CamrsxTS, BTO. Also Plan Cabinets, NEW AND 
 BECONDHAYND, AT LOWEST PRICES.—WRITE FOR | i ; "s 
otaprint ne, urgently required. Full 
ud. CATALOGUM, Tum MISCELLANEOUS TRADING- Co., | partienlars, price, etc, to Box 514, Business, 
ei Ils Hion HOLBORN, W.C.l. HOLBORN 4894." | Whitefriars House, Tallis Street, E.C.4. 


GIBBONS KNOWS CANADA 


J. J. GIBBONS LIMITED + ADVERTISING AGENTS 





distributed by post, 


[Je RUE. ifthe fact that it is 
manufactured “in this country does 
minimise such disappointments as 
delays in delivery and servicing. Also 
it overcomes the present growing 
problem involving the dearth of 
adequately skilled operators. 





War Experience to Boost 
Post-War Trade 


(Continued from Page 10). 


the higher costs of printing to devise 
for post-war times packages that are 
even more attractive than were the 
somewhat elaborate units used before 
the war. 

The pre-war packages consisted of 
first a paper wrapping round the pro- 
duct (a bottle) then a carton, and finally 
a transparent wrapping. 

The inner paper wrapping was 
dropped altogether, then the carton, 
which was formerly printed in four 
colours was redesigned by an artist 
for printing in two colours only. The 
closure of the carton was improved and 
the transparent wrapping abandoned. 

The carton now, in its new and less 
expensive dress, has greater eye-appeal 
than its more costly predecessor. 

The present sales of this particular 
line of cosmetics have been much re- 
duced but the publicity department of 
the firm is busy devising full ranges 
of advertising and dealer-aid display 
matter on the basis of the new pack- 
ages for post-war business. 


* 


. "Publie Relations" 
To Retain Goodwill 


N the knitted textile trade a firm that 
has gone over largely (but not 
wholely) to Government work has 
adopted a sort of “public relations” 
policy to keep in contact with, and to 
retain the goodwill of, its many custo- 
mers and prospects. 

It has issued a monthly bulletin, 
bearing a well- 
written commentary on its war work 
and explaining how, through this war 
work, it has been able to hold together 
its skilled staff who will at once revert 
to serving again Old customers and 
new ones the moment conditions permit. 

Calamitous as it is in many ways— 
in. most ways, in fact—war can be made 
to yield some permanent benefits. Astute 
executives will therefore keep a con- 
stant eye open for assets that can be 
taken from their war experiences, War 
is a remorseless driver; in a few 
months it often forces developments 
that normally would take years to 
reach. 


These forced achievements are in- 
dustry’s chance: seize them and use 


them for future prosperity. 
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IN YOUR DESK? 


You may prefer to keep your ‘‘ Packaway’’ Extension 
Ladder somewhere else, but the fact remains it packs 
aM ay in a 10in. space. A masterpiece of practical 
stability. All Steel. All British. Folds in a flash. 
ends in an instant. Completely safe and rigid. A 
| boon in the Office and Factory. 















nstalled throughout Great 
Britain by Corporations, 
os tals, Factories, Business 
ouses, and A.R.P. Under- 







/ 





Other sizes 
and prices as 
well as details 
^ y of the 
A “Instant” 
LJ Fire Escape and 
? Gravity Loft 
HJ Ladder on appli- 
cation to: 


f, 


A f 


s 






B... 65/- 


i Ep have 


CARRIAGE PAID. 









LADDERS LTD., 


200/202 HIGH STREET, 
SUTTON, SURREY. 


VIGILANT 1810. 





Automatic feed. Positive separation. 


The “RAPID” 


ENVELOPE SEALER 


Hand Operated, Type ES/1, 


This well-built machine, with a sealing speed of 150 
envelopes per minute, has proved itself ideal for the 


average mail room. 


Perfect moistening. 


May be rented or purchased outright. 


INTERNATIONAL COIN COUNTING 


MACHINE CO. LTD. 
COLLEGE ROAD, CHESHUNT, HERTS. 


Phone: WALTHAM CROSS 3364. 





One Machine does the work of Two 


f G RAV IT Y Continuous Form Billing in addition to regular typing 


Your typewriter actually does the work of two machines 
when used with "'Fanfold" Continuous Form Adapter, 
because the many time and money-saving methods of the 
Continuous Form Billing Machine are added to all the 
advantages of regular typing. 


"Fanfold" Continuous Forms typed over our Attachment 
effect savings in Billing time and costs, ranging from 17% 
to 78%, without affecting the operation of the typewriter 
for regular correspondence and other purposes. 


"Fanfold'" Adapter places no strain whatever upon the 
typewriter carriage; because of the very simplicity of con- 
struction and operation there is nothing to get out of 


ol 


FRACE mana 


NORTH CIRCULAR ROAD, LOND Ni N. W.2 
i Telephone : GLAdstone 5477 3 i t ge 
j ipt , I u.s 


" T 
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^ Modern Methods 


to butte 
Business 





Our business grandfathers wrote mos! 
ot their letters personally by hand 


^ perhaps a few of the more progres- 
sive dictated to a clerk who “tf ok 


them down" in what was then the 
 newiangled system of pothooks 


: 

But the “pothook way” is dying 
Pr Tro ; , 2 »1"41 | > T ; q ! uld 

rORTesSive executives today Durk 
business with the automatically 
accurate, speedy and untiring Dicta 
phone. War’s demand for acceler 
ation makes up-to late meti l 


essential 


The Dictaphone is helping thousands 






of busy executives to do the thing: 
they must do exacth when they 
@ Also get particulars «ght to be done. It enable s them to 
of the do more w ith less 4 Hort it enables 
DICTA P HON E the secretary to take a birgei share 
TELECORD ot executive work—makes her mor 


| 


elhcient and more valuable And it 


It makes an automatic 
record of telephone talks 
and messages, and saves 
congestion on the lines. 


Therefore dictate Lo— 


piaomne 


(Regd. Trade Mark 


| i ` y " 
| DICTAPHONE CO, LTD., | THE DICTAPHONE CO.. LTD. 
: ; : am ^ 

Dept. H., Kingsway House, Kingsway, W.C.2. | ÜBhomas Dixon. Managing Director 

| Please send free book of “Orrice MrrHops | 

! AND PRACTICE” to: | Dept. H., Kingsway House, Kingsway, London, W.C.2. 
N an TUPU: DEEST TT YI P 000. 0 4 TERR E N s 

am | Telephone: HOLborn 4181 (five lites). 

| iaai AARE EE NE DASARE DE SAET D). FA | 

| | And at Manchester, Birmingham, Glasgow, Liverpool, Leeds, 

Me. 9 MM TA | Bristol, Newcastle-on-Tyne, Dublin. Belfast. 







GREATER SAFETY . 
IDEAL WARNING SYSTEM 


This installation gives the perfect way of transmitting the Roof-spotter’s warning and also announces 
the return to work with the minimum loss of time. The same installation broadcasts music, a wonderful 
antidote to fatigue, and will locate any executive urgently required. Information, demonstration, survey, 
estimates, or rental terms—free on request. Twenty-five years’ experience at your disposal in manufacture, 
installation and maintenance. A test gladly arranged at your own works. 


 DICTOGRAPH SOUND INSTALLATION 


Z. (Dictograph Telephones Limited) 

l 3 ABBEY HOUSE, WESTMINSTER, S.W.I AURELIA ROAD . 
ES ps Abb 5572 (3 lines) 

S. Benches at BIRMINGHAM 









Box-type Mti» 
speaker 


CONTROL OF STAFF DURING AIR RAIDS . MASS 
ADDRESS TO EMPLOYEES ACCIDENT, FIRE 
BURGLAR AND SABOTAGE ALARMS - AIR RAID 
WARNING DET.CTOR - STAFF LOCATION 
AND MUSIC IN FACTORIES 


» CROYDON 


Tho 2427 (2 lines) 


MANCHESTER GLASGOW * LEEDS NEWCASTLE BRISTOL CARDIFF 





com =| Postcards 
Cost you 
Nothing! 


- se —— 





eel " ri y t " 
eae eerie EM Wilkes’ Postcard 
ese" mama! o . * 
zt e Mm. Strips, made in handy 





Ud Ut ere. gr. | | 


form for the type- 
writer, enable you to 


take the ‘necessary "Cease fire” with victory finally: won is the 


order we are all striving for. Till then, if 






wm qum mw €" pd 
e wee enon EM TT 
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1,00 strips (plus tax). 





copies too. The 
saving in. postage 
more than pays for 
the whole cost of the 
postcards, 1,000 strips, 
giving 3,000 cards, 
saves in postages 
£6 ss, yet complete 
with your name and 


| address, the cards 


sh ot 


cost only 48s. per 
1,000 strips. (Plus 
purchase tax, 284%). 


Order a Supply. 


- | JAMES WILKES LTD - BILSTON | 


Printers Serving To.day's Commerce 
LONDON: 25 Stevenage House, High Holborn, E.C. 1 


- E. Also at Birmingham — Manchester — Leeds — Liecester —- etc. 










your own particular demands for EVERTAUT 
STEEL OFFICE AND WORKS SEATING 
and STEEL STORAGE EQUIPMENT do not 
come through as quickly as we both had 
hoped we know you will understand. 
Whilst it has always been our policy to 
give our customers every possible service, 
Government contracts are compelling us to 
concentrate on immediate War Productions. 
You can rest assured, however, that we are 
doing everything humanly possible to meet 
your requirements. 


EVERTAUT 


OUMLIM|[TED P 


(Proprietors : J. B. Brooks & Co. Lid.) 








WALSALL RD., PERRY BARR, BIRMINGHAM, 22 





STAGGERED PAY DAYS 


Dx 
~ Over 60,000 concerns are using Brandt Wages equipment, and this enables them to maintain a very high degree in 
efficiency, particularly in these days when many staffs are depleted due to National Service and other causes. . 


E | CAN WE BE OF ASSISTANCE IN YOUR WAGES OFFICE? 


You can write for a copy of the booklet which tells how the BRANDT reduces the cost of PAYING WAGES CASH, or 
why not ask our Representative to call? There is no obligation. 


BRANDT AUTOMATIC CASHIER co., 
4| FURNIVAL STREET, LONDON, E.C. 4 








LTD. 


THE COMPLETE JOURNAL OF 
MANAGEMENT 


Incorporating “The Magazine of Commerce”, “Modern Business”, . — 
"System", "Business Organization and Management" |. ax us NARROM 


i 5-Point Plan for Post-War By RAYMOND S TREAT, 
PLE Chairman, The Cotton Board © 


Management Notes 
Something New In Camouflage 


Roof-Watchin Cut Down Lost Time | 
i By a CHIEF SPOTTER 


Keeping Up Staff Morale By G. ORMONDROYD, 
Works Organizer 


Another Big Adjustment for Business 
By CECIL CHISHOLM, M.A,, 
Economist 


How To Control Selling Costs By G. B. TH OMPS ON, 
Vice-Chairman, 1.S.M.A. 


War Advertising Cured a Fault | mw 
| By The ADVERT MANAGER 18] opat 
Of a Tolet Products Firm |. incen 


. Family Allowance Plan By A. WYNN, 
ft. Mg. Director, Midland Electric Mfg. Co., Ltd. 


| Sirm Efficiency In the Small Concern : 
By JOHN ARTHUR 


Quicker Trimming of Punched Stationery ... 


' Lighting in War Time | . Te | 
p By C. J. MISSELBROOK, BSc. 24| | ns sor 


You | Should Know About These Business Books 


] = . : | colo Machine Ope 
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A Eo Ineilentals, 
7 BUSINESS, Published by Business Publications, Ltd., Whitefriars 
. House, Tallis St, Londo 
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DEPARTMENTAL 
IN FACTORIES) 


will be pleased to advise you or to 
make a competent lighting survey 
of your factory. 


i | METROVICK & COSMOS 
LAMPS 


will provide maximum lamp efficiency essential for 
carrying out the Committee's recommendations, 


METROVICK ILLUMINATING ENGINEERS are 
located at all branches. Apply to the M.-V. depot 
E in your district. mE 


LITAN - VICKERS ELECTRICAL COMPANY, LTD. - 
LONDON - WC. 2. "de 























Don'tSell'— _ d 


YOUR 


ADDING, 
CALCULATING 


DR 


ACCOUNTING MACHINE 





UNTIL YOU HAVE BEEN IN TOUCH WITH 



































days when folders took ten minutes 
couldn't be found at all With 
the fastest and most up-to-date WES vota RU m O Tiie a Te | 
ever developed, folder location is í I-A 2 cee See | 
s; coloured graph lines on flat-top “ms TY R ~ ¥ 
erve correct sequence and make C ' LCU ATORS LTD. 
du. misfiling impossible, Governing Director: A. E. Low 
Qguipment of every kind such as filing systems : "EA ž 
ins, visible record systems and office furniture ad re We s 
inspected. at our showrooms throughout op vizen folders 
eee DOUES. : ug the Bad wit haape ars IS HOLBORN VIADUCT, LONDON, E.C.I 
suspended on a steel . 
frame, The titles are CITY 4093-4 
always visible, folders ^ 


hanging vertically 
whether full or empty. 


INGSWAY, LONDON, W.C2. 
ane weastle, Glasgow (Agent). | 
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"The COPEL? ND-CHATTERSON Company are specialists in the co-ordination of all organisational 
the planning of methods for specific office and works purposes, and in the manufacture of either st 
specially designed equipment for the better performance of all office control functions. : 


The range of their interests extends to the control of PURCHASES, STORES, COSTS, PRODUCTIO 


and ACCOUNTS, and in the planned application of devised methods to the intimate detai rents of ea 
department. n d 













Their products include a large range of Machine Postin g equipment, Visible Record C: 


Card systems, Loose Leaf in all its forms, Continuous Stationery and Manifold sets and 
Protection Files and Cabinets, etc. d j 


There are branches throughout the provinces and full details of the comprehensive servic 
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In these days of reduced staffs and shorter office 
hours, the saving of time effected by Primus 
Continuous Stationery is doubly precious. The | 
speed, economy and convenience of this time-saving 
billing system have been tested and proved by 
prominent business houses throughout the country, 
and every day more firms are adopting the Primus 
system as a logical solution to wartime problems. 
Get full details now from:— l 


Carter-Davis L 


Queen Elizabeth Street, 
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efficiency in your organisation! For HAND- 
§, the Primus Register used in conjunction 
ry ensures. the same speetly, smooth 
automatically locked in the machine 
with a check on each transaction. 
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MANAGEMENT CONTROL POLICY 
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Chairman 


The Cotton 


ENTRAL i MY 
NM RRARY, d 


By RAYMOND STREAT, C.B.E: 


Board 


A Vigorous 6-Point Plan 
For After-the-War Industry 


HE Cotton Board, set up by Act 
of Parliament, is composed of 
three whole-time members—Chair- 
man and two Executives members—and 
. nine other members. All are appointed 
by the President of the Board of 
Trade: of the nine part-time members 
there is one chosen on the advice of the 





organization representing spinners, 
another from the manufacturers, 
another from the finishers, another 


from the merchants, and the fifth and 
sixth as respectively representative of 
rayon and raw cotton. The remaining 
three are chosen from the operatives 
in spinning, weaving and finishing. 
One of the Executive members must, 
under the Act, have experience in a 
producing section, the other in mer- 
chanting and distribution. This com- 
pact body holds meeting every fort- 
night and extra meetings as circum- 
stances require. Every member gives 
much time outside of meetings to the 
work of the Board. 


The Board’s Main Task 


The Cotton Board itself is a united 
entity and one of its greatest tasks 
must be to bring about an interlocking 
unity of thought and action between 
all the diverse sections which make up 
the industry, whilst giving always the 
fullest scope for the individual initiative 


Though he speaks primarily to the cotton industry | 


Mr. Streat puts here, in a nutshell, the basis of 


a powerful, specific policy applicable to amy. 
industry—or even individual business. And its - 


keynote is ACT NOW 


and energy which are amongst the best 
of the inherited talents of Lancashire 
folk. 

The course of events during the rest 
of the war will inevitably necessitate 
more rather than less control in the 
cotton trade. Control is impossible 
without forms and regulations or with- 
out severe interferences with private 
freedom. There will be more control 
of materials, more control of prices; 
there may have to be control of persons 
and property. 

' These things are anathema to the 
independent people of Lancashire. 
Much valuable time and energy has 
been wasted arguing about them, and 
even in some cases arguing against 
them. We shall do well to remind 
ourselves of the kind of control our 
enemy would impose upon us were he 
to defeat us. Let us extend the fullest 
co-operation to the milder controls 


es of victory. 
service 


which are one of the pri 

In my view, the greatest 
which the present war-time Cotton 
Joard can render is to engage in à 
number of experiments in reformed 
internal and external procedure. Tf 
these experiments prove that the ideas 
on which they are founded are wrong 
and faulty, nobody will be greatly the 
loser, because war-time taxation seizes 
all profits and it is no great matter to 
add a minor risk or two to the perils 
which surround us in any case during 
the war. If the experiments prove 
successful, they will give us the outlime 
of a sound post-war policy. 


Is Lancashire Efficient? 


It is misleading to-day, as it was 
before the war, to talk at length about 


reform, re-organization, and so forth, ' 


The obvious implication for the un- 
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| -of-date.: n x. 
iat in Lancashire we possess 
n any other area in the world 
highest efficiency in the 
e—efficiency of operatives 
articular jobs, efficiency of 
uction, equipment and man- 
efficient sales organizations. 
“that with strong and urgent 
€y of certain reforms aiming at 
ter total efficiency. 


Deadheads Always Challenge 


 Prosressiveness 


€ who hate all change, those 
ve their own reasons for desir- 
hanges to take place, or those 
ant the other fellow to change 
they themselves are left alone, 
te my own words against me 
urge them to be up and doing 
atter of reforms. If I advocate 
how can I prevent the Govern- 
ing that even this industry's 
;okesmen tacitly admit ineffic- 
ow can I prevent enemy pro- 
using my statements to detract 
our reputation: how can f 
“customers not to jump to the 
sion that Lancashire is obsolete? 
e contradiction is more apparent 
n real. 

rst of all, from the customer's stand- 
-all talk of reforms, re-organization, 
;o forth, may be disregarded: keen 
judge by results. Up to date, our 
rs all over the world have been 
good value in quality, design and 
so much so that our goods are 
After in preference to others even 
jer prices, providing the margin is 
» great. 

n the standpoint of the Government, 
ake high claims for our efficiency, 
-inconsistent in the actual circum- 
of the world textile trade to insist 
taneously upon the need for more 
more assistance and support: under 
onditions of to-day and to-morrow, 
ncy of individual units is not enough 
nsure industrial prosperity—basic con- 
is must be so arranged as to give 
.for efficiency, and basic conditions 
he. responsibility of the Government. 
irdly, from our own internal stand- 
if I tell an operative, a spinner, a 
acturer or a merchant that changes 
esirable, I am not at all implying that 
as been or is inefficient. Each unit 
períorm its present function to per- 
: and yet the outlook for the trade 
vhole may remain bad, You can 
or instance, superbly efficient spin- 
and make losses in the spinning 
ion which even the greatest imaginable 
omies including wage reductions 
| not transform into profits. You 
yave efficient selling and distribution 
ir a "laissez faire" system: efficiency 
no fair-minded person could 
ze: but if the trade yields neither 
actory wages for operatives nor fair 
s for producers, the 
ficiency is worthless from the standpoint 
he community. 

ou can have skill on the part of the 
rative, the equal of which is not to be 
id elsewhere in the world: but if the 
sm on which wages are paid (apart 
i the receipts of each wage earner) 
t in prices being wrong 

oint.of view, in the fin 
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It is hard to think and plan for the 
post-war struggles whilst the war remains 
to be won. But it is vital that we should 
do so, Would that this nation had looked 
ahead well enough before the war! 


Amongst a host of dark uncertainties, 


one of the most profound is to the future 
basis of international exchange. Internal 
inflation must be stopped and surely will 
be stopped wherever it rears its ugly 
head. We must count on exchange control 
in some form or another for a long time 
after the war. Anybody’s guess is as 
good as another's; Mine claims no expert 
knowledge or inside information. But, I 
think governments will be obliged to cope 
with the post-war chaos by organizing and 
controlling the exchange of commodities 
to the volume and value of the exchange 
facilities available or creatable. 


Price And Quality Will 
Still Matter 


The Lancashire man may be tempted to 
say this would be fine—we shall only have 
to make our government make the other 
governments take our cotton goods and 
prices won't matter very much.  Unfor- 
tunately, I cannot see things working out 
that way. There will be still a world 
surplus of productive capacity in the 
cotton industry, True, some markets will 
have been starved for a long time. Some 
enemy countries and some occupied 
countries will have lost their former trade 
connections, But the great cry will be 
for constructional and capital: goods, and 


The Cotton Board's Plan Isa l 
Campaign on These Six Fronts 


l. Government Front 


=~ 


We hope 

resourceful international trade agreements 
with a front seat for cotton goods every 
time, We look for facilities like Export 
Credits Insurance, which will have to be 
specially comprehensive during the post- 
war confusion as they are now under war 
conditions. We look for helpful arrange- 
ments in foreign exchange and a taxation 
policy which will facilitate modernization 
of plants, 
— All this will take a lot of getting, We 
shall need to speak with a united voice 
and our propositions will have to be 
backed with intelligent understanding of 
the technical problems involved, as well as 
with sufficient political weight. We think 
Lancashire will find it valuable to have a 
central body to speak and act for it in 
these matters, and that given unity and 
energy it is safe to count on substantial 
contributions from this front. 


2. Price Policy Front 


< Circumstances. will compel further price 
control during the war.. But the Cotton 
Board is con d that control will 






























be equally nec wr. Lan-. 
 .cashire «canna mboyant 
“profit mi ods. of 


“United Kingdom only if ‘our pric 
qualities are attractive. | Otherwise they 


petitive 




















om th 


goods from the 
es and 


will turn to their trade agreement with 


some other country to fill their cotton 


needs. : 

5o it comes to this: though everything 
changes everything is in some respects the 
same, and our prospects for export trade 
in the post-war future will depend on 


price and attractiveness, as they did in the 


past. The difference, I think, will lie 
chiefly in the fact that for a long period - 
international trade will have to be specially 
controlled and organized. If I am right 
in this, our industry will have to put itself 
in a position in which it can play its part 
in an organized manner, That is no easy © 
thing for it pre-supposes an entirely new 
regime in Manchester and Lancashire. 
The immediate task remitted to the 
Cotton Board by Sir Andrew Duncan, and 
confirmed by Mr. Oliver Lyttelton, who 
succeeded him as President of the Board 
of Trade, is the care and promotion of 
war-time export trade. | | 
The Cotton Board founds its plans and - 
hopes on the belief that Lancashire has 
great assets of efficiency, trading connec- 
tions, experience and resourcefulness, We- 
know we cannot compete with the rest of 
the world by a wage competition. On the. 
contrary, we want to make it possible for 


work in the cotton industry to earn better 


rewards than in the past, We are con- 
vinced that it is feasible to manage things. 


so that by efficiency, economy and 
selective price policy we can pay : 
make good profits and compete suffi 
to achieve the volume of export ^ 
requisite for economic production 
suitably-sized industry: a 95 
I may put our plan before you as. 
campaign on six fronts. CAE tems 











keen but possibly artificial demand, nor- 
selling at a loss when demand slackens. 
A free market leads inevitably to both 
these things, and both are evil. mE 

We do not suggest that we are yet 
capable of conducting a policy of managed 
prices with the skill which will be called 
for after the war, We do not claim 
perfection for what has been yet done in 
this field or what we may shortly do. We 
regard steps taken during the war largely 
as experimental. But we do claim that 
without price control, a future of com- 
mercial stability and continuous technical 
progress is impossible. 

Managed prices confer enormous bene- 
fits on the producers, and in return for 
these benefits they will be called upon to 
do much. Obviously they sacrifice some 
of their former liberties, But they must 
do far more than this. By freely granting 
derogations they must lend force and 
power to our export offensive. They must 
solve once and for all their own redun- 
dancy problems. They must participate | 
boldly and courageously in technical 
advancement and they must co-operate 
with labour, not defensively for the sake 
of their individual balance sheets but 
ageressively for the good of the industry 
and for the strengthening of its com- 

striking p | 7 
e eve 
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: vill not bez a party to the perpetuation 

of price protection for producing sections 
"which stay in the dug-out thus provided 
for them and do nothing to contribute to 
the general campaign. 


3. Commercial Policy 


Here the problem is the adjustment of 
mercantile practice to the new conditions. 
It is a tremendous problem even to adjust 
mercantile - practice to a regime of man- 
aged prices in producing sections and on 
-top of that, the merchants and the Cotton 
, Board together must find the answer to 
“the many hard and painful questions 

-which will arise out of the post-war 

“situation in international trade to which I 
have already alluded. 

I have already told a meeting of export 
merchants. that it is no part of the plans 


of the Cotton Board to supplant. 


place them. I firmly believe that a 
ge and prosperous community of export 
rc ; indispensable to the produc- 
industry of Lancashire if we are to 
tain a satisfactory export trade after 


r policy is definitely to preserve and 
“protect the merchant function, but in 
return for this the merchants must play 
heir part. Their whole tradition and 
utlook is undoubtedly opposed to any 
system based on controlled prices. Many 
of them have been trying very hard to 
co-operate with the Cotton Board in recent 
months, and I gratefully acknowledge the 
help. we have thus received, But as a 
A section they have either to find answers to 
‘the problems of adjustments involved 
he new conditions towards which we 
üng, or they will be superseded, 
ë Cotton Board, but by the force 
cumstances. 
‘many ‘other trades, price is com- 
d of two factors—cost pure and 
- and what the market will pay. 
Manchester merchant throughout his 
past services to the industry has 
always tried to buy at the lowest price 
and to sell just below his Manchester 
competitor. Henceforward, the only hope 
for the industry lies in differential prices, 
in which the factor of what the trade can 
bear is brought in. Where the trade will 
bear a profitable price, the producer must 
not be robbed of profits by internal market 
. pressure. 
cheap where the trade will not bear the 
higher prices, We are moving with 
cautious but determined experimentation 
.along these unchartered paths. In the 
next few months we shall be able to see 
what lessons our experiments have taught 
us, : * 
Perhaps our principal experiment is to 
be found in the activities of British Over- 
-= seas Cottons Limited, a company set up 
by the Board of Trade because of Sir 
Andrew Duncan's personal conviction that 
without an instrument of this kind, the 
Cotton Board's export drive would be all 
words and no action. Mr. Frank Platt was 
appointed by Sir Andrew tó the Chair- 
manship of the Company and his boldness 
in vision coupled with his energy in action 
will ensure striking results, He works 
hand in glove with the headquarters of 
the Cotton Board. | 
Besides British Overseas Cottons 
Limited we have been experimenting with 
what may be termed voluntary verticalism 
in the form of export syndicates, and our 
minds are always restlessly searching for 
any new form which will. bring the: efforts 
y iverse sections o greater unity. 


Only thus can the producer sell. 


believe. w 


research ue in the w vorld- in the 


Shirley Institute, 1 believe it has reached 
a stage at which it can be relied upon to 


produce invaluable technical and scientific 


proposals in more or iess regular pro- 
fusion. These must be exploited to the 
full, Lancashire must have the benefits 
and not the foreigner. No conservatism 
must stand in the way, If adjustments 
of labour arrangements are involved, they 


 must:be faced. Price control must be 8O 


managed as to encourage producers to 
adopt new inventions. All this can be done 
by an active as opposed to a passive 
policy. l 

Naturally, the Peer institute itself 
must not be interfered with. The inde- 
pendence and integrity of the scientist 
must not be violated. To do so would 
be a fatal error. But the Cotton Board 
must see to it that the labours of the 
Scientist are not neglected by reason of 
lack of appreciation of their significance, 
by conservatism, by opposition from 
parties interested in the status quo, or by 
lack of finance. 


Labour Front 


This is a subject on which I speak with 
a certain diffidence, but in-this as in all 
things 1 must speak my mind and accept 
the consequences of so doing. 

I do not think our labour arrangements 
are satisfactory, There are many workers 
in our industry whose wages always have 
been too low and are so today, On the 
other hand, many of the established oper- 
ative functions are performed too expen- 
sively having regard to mechanical 
improvements which are now available. 

The basis on which wages are negotiated 
is in many respects out-of-date, and this 
constitutes a barrier to technical advance- 
ment, I feel that both the Trade Unions 
and the employers' organizations are open 
to some reproaches in this matter. I know 
the difficulties are great, but, all the same, 
anomalies have been leít too long un- 
attended to. 

It is a fact that juveniles are avoiding 
the cotton industry and have been doing 
so for some years past to an increasing 
extent. We must make employment in the 
cotton industry attractive bearing in mind 
that henceforward there will be other 
industries besides cotton in Lancashire to 
an increasing extent. — 

I do not think the Cotton Board should 
interfere with, much less supplant; the 
organizations already existing whose 
function it is to ,deal with labour and 
wages questions, I refer to the Employ- 
ers Federations and the Trade Unions. 
But I certainly think the Cotton Board is 
entitled to enquire into these matters and 
to use its central authority to facilitate 
progress, 

In an emergency arising out of the war, 
we are already doing something in this 
field. I refer to our action in appointing 
Sir Cyril Entwistle, M.P., and Mr. George 
Tomlinson, M.P., to enquire into shortage 
of labour amongst certain government 
contractors. . This friendly intervention 
has had some good results and I trust 
our help will be accepted PURUS EIN in 
other directions. 


6. Sales Promotion and 


"f or. the 


" Ma na gers 


(ride. asa Qu apart ‘from 
rather half-hearted ventures in 
has not done anything in 
modern fields of activity. TI 
Board is experimenting w vith 

of boldness. 

At this moment, with the 
some twenty-hve leading 
merchants, we are condu 
advertising. campaign int 
one of  Lancashire's m 
markets, Already we have 1 
convince us that this ventur 
somely justify itself. 

In U.S.A., we have appoint 
time Market Consultant who 
helping Lancashire firms to se 
their old-established lines and t 
entirely new lines, but is also 
a remarkable service of š 
technical arid market intortnatior 

We are represented with th 
Trade Mission to South 4 
Kenneth Lee is à member o 
and has a Cotton Board - 
sent out by us to ensure « 
fullest exploitation of all po: 

We have had a representat 
Africa and another in Java, 

Last, but not least, we have esta 
what we call “The Colour, Des 
Style Centre" for the Britis 
industry, In the midst of war 
our faith in the future and our 
of the increasing importance ġ 
and style, —— Ye 

The sixth front will be a [ivi 
from which much of benefit will i 
tionably be extracted. 


The Chances of Success 

I trust you. will.find a good deal 
sounds sensible and. progressive in W 
have been saying, But you may nev 
less ask how far all this is going to 
when all is said and done, mog 
prosperous and stable conditions af 
war for the cotton industry, 

Well, that is and must remain a 
of opinion. The Cotton Boar: 
assistance of some of the best- 
the trade. We have expert stat 
We have surveyed the possibilit 
markets overseas: we know son 
all the difficulties which have to 
mounted. 

Perhaps I am by nature ine 
optimism, but the conclusion i pez 
have reached is that within five vez 
possibly in a shorter time, given -$ 
we can achieve the goal in view 
steady development of the policy. 
the Cotton Board has adopted. Es 

The main chance of success a 
main risk of failure lies in oursel 
the rank and file of the Le 
industry on the one hand, and i 
leaders on the other; A ee 

Under such circumstances, no £ 
minor mistakes will be made and 
injustices inflicted. That is inevita 
advance has ev er occurred in hi 
any field of man's ac tivities, of which 
could not be said. But if the polii 
right and the leaders in charge of i 
chosen, mistakes can be rectified, init 
relieved. And inà broad forward T 
such incidents will be of small impor 
compared to the enlarged opportu 


. which will be there for everybody to 


if they have the energy and resow 
do so. 
The above te extracted from |— Mr, 


address last month to the British Assos 
of Textile Works, 



















tititless Guaba of failures. to 
-to do this or that the war is, 
erfectly true reason, ‘Supplies 
* are short and uncertain, 
upset, labour unpredictable. 
o not let us succumb to a 
Do not let us absorb too deeply 
for not being able to do 
ady it is being used as an 
umber-of failures for 
is not fully responsible. 
i| it can be quite truly said 
iess routine is difficult and 
but there are nevertheless 
` specific instances where 
dence is being held up, orders 
or bungled, appointments 
little acts of service neglected 
formed in a slipshod manner 
ch: things are not necessary at 















































































zis arising a really serious 
f not bothering to do our best 
use it is so easy (and so necessarily 

ible by sufferers) to put forward 
of difficulty and upset due 





ot fair to ourselves to get into 
.or to allow this slackness to 
“on our staffs. 

1 ar will not last for ever. The 


“cannot of course be sweepingly 
serted that the popular idea of 





ed paint is of no use whatever. It 
fact, though, that this form of 
ence for industrial buildings often mis- 
- and satisfes the user to a far 
ater extent than it confuses and 
icerts enemy airmen. 
ing up his stand for a distant 
ithe factory owner may critically 
rd his newly -camouflage-painted 
y. buildings and draw confidence 
the fact that, to his eye, they merge 
'autifully into the surrounding land. 
d never know they were there |...” 
arks confidentially to his friends. 
rue enough, the long assembly sheds 
do look like part and parcel of the 
ding landscape: even the boiler. 
and its chimneys want some picking 
The camouflage artist has indeed 
good A 
i te the hostile 
lens cameras, 
dry for high- 
cy is EE much 


. however, 
otc 


od 


iouflage executed in patterns of: 


n is often 





















ees will be pore a 
we get deeply into the state of 
that permits slackness on the grounds 
of uncontrollable circumstances we 
shall be in a bad way when the alibis 


Precaution: Keep 


.Fire-Proof Cabinets Shut 


UARANTEED fire-proof cabinets 

are essential these days for the 

protection of vital visible index 
records. But the tendency is, especially 
in big departments where constant 
references are being made, to leave the 
trays in the "out" position during the 
ordinary day's work. 

As part of its A.R.P. one large firm 
that we visited last month has prohibited 
this. A strict rule has been imposed 
that anyone referring to a "visible" 
tray must replace it immediately after 
use and close the cabinet. In modern 
cabinets the heavy door is counter- 
balanced so that closure needs no 





or All Industrial Buildings 


What, for example, do you think is the 
conclusion arrived at in the, enemy's pro- 
jection room when their big enlargements 
reveal a shadow which accurate scales. tell 
them must be cast by something at least 
300 feet long by about oo wide when, to 
all appearances, nothing 1s there to throw 
such a shadow? | 

Their conclusion is instant and unani- 
mous, leading to the prompt and definite 
order, Bomb The Shadow! | 

Now, based on a principle which is the 
direct opposite of trying to draw a veil 
between the hostile airman and the 
factory building on the ground a new 
system ^ of camouflage, already proved 
uniquely successful, actually seebs the 
attention of the penetrating camera. In 
fact the more clearly the hostile lens can 
record the building camouflaged in this 
new way the better for the subsequent 
safety of the building. 

That may sound paradoxical, yet behind 
the seeming inconsistency is a basis of 
simple fact that, if we were free to 
divulge it here, would be universally 
recognised as the: mos obviously effective 
measure, 








name t OE. 





It is a definite fact that, in detail, 
many businesses could be more closely 


held together than they are being kept 


at present. Whereas it is obviously 
impossible to trade on a pre-war scale 
it is still poer e (and urgently desir-. 
able) to goodwill—even to 
extend iz «can be. done by 
paying a lot mic | 
details that matte 









by fighting against- 


are removed or made less generally that dangerous Ad the war- 
acceptable. alibi. ne 
reece ef treme 


vigorous effort. 

This rule is not only a great extra 
safeguard for the records but, in case 
of emergency, it enables personnel more 
quickly to get to safety. They do not 
have to stay behind to close anything 
up to fifty fire-proof cabinets. 


e 
Export Credits 
Change of Address 


TRE Export Credits Guarantee 
Department announces that the 
London and Southern District Office 
has been transferred to: — P 

3rd Floor, North West Wing, Bush 
House, Aldwych, W.C.2. 

The telephone number is dL 
Bar 7622. 


3 


a little romance in itself, It is much to 
=i regretted that censorship prevents it 
publication here. | 

However, this at least can be: said. 
years there have been men specialising 
creating this type of camouflage thoug 
most probably they have been comple 
oblivious of the war-time potentialiti 
their medium. 


A small corps of these experts. has: 
gathered together into a mobile working. 
unit. For industrial buildings in any part 
of the country a survey for this new 
camouflage can be made and work started 
at once. 

"Cost, of course, cannot be arbitrarily 
stated, but it compares favourably with 
that of an ordinary  colour-painting 
scheme. As a rough guide it might be 
considered that £1,500 would be about the 
figure for the average £8,000 to £10,000 
factory building. And in assessing this 
figure the vital importance of the. far 
higher safety factor which the new 
system introduces must be borne in mind. 


It is not possible at present to give the 
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ae Weekly Man-hours Lost 
 Totalled 257 . . 


Spotters Cut It to Point-Seven / 


R. Morrison's “Go to it" slogan was 
M appropriate at the time he urged it, 
but when the Nazis adopted air- 
raiding on this country as an almost 
whole-time job a more necessary 
injunction for our industries to observe 
became—"Keep at it." 
Without a properly planned system 
of trained spotting we could not 
keep at it. Our company is a big 


. engineering concern; we have some- 
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thing over 3,000 employees; and we 
are fully occupied making vital stuff 
for the war effort. When enemy raids 
started seriously, however, our loss of 
man-hours in the factory was serious 
too; many weeks it was as high as 
25 per cent. At every “alert” the 
whole factory personnel went to cover. 

Our planned spotting system soon 
altered that. Since it was inaugurated 
pd beginning of the winter our 
average weekly man-hour losses have 
been reduced to a fraction of one per 


cent. 


Overground Personnel Shelters 
At Every Exit of Factory 


Our shelter system consists entirely 
of  over-ground  blockhouses, very 
heavily built of brick and reinforced 
concrete, They are located near the 
various exits of the factory so that 
personnel evacuating at the order of 
the "danger imminent" signal can get 
quickly to cover. In fact the 3,000 odd 
employees can all get to cover in just 
under five minutes. 


This Plan Enables Quick Evac- 
uation To Be Made ^ 


This quick evacuation could not of 
course be made without a well 


sio ucro 


anybody 


This company has 3,000 employees. It is one of the best kr c ' x | 
engineering concerns in Southern England, but for obvious reas 


its name and location cannot be revealed 


This article was written from an Interview 


with THE CHIEF SPOTTER 


organized plan in which everybody 
knows exactly what to do and where 
to go. 

Each section in the factory has its 
allotted shelter, which is numbered, and 
the route to each shelter is marked by 
a clearly identifiable coloured line. 
Each foreman or charge hand has, 
permanently fixed to his desk, a plan 
of the entire factory with the route 


‘and location of his own allotted shelter 


picked out in its indentification colour. 
and all workers allocated to the shelter 
under his charge are given a similar 
plan, for which they have to sign a 


receipt. 

Thus every individual knows 
precisely his allotted shelter and the 
route leading to it. ‘ 


Why We Don’t Follow The 
“Work On” Idea 


On receipt of the emergency warn- 
ing everybody goes to cover; we do 
not try to discriminate between sec- 
tions and have some parts of the 
factory remain at work in the acute 
danger period, even though they may 
be “key” sections. This is not because 

here is afraid to work on in 
Se r Say 


« a ae » - 
= - t " = 
= 


But 





















-— - 
T Ts 
~ " 


LJ 
v 
p? 
ps 
r T 
-. 
" 


the emergency: on the contrary, it is” 

because we find that this arrangem 
is the best; it gives the greates! 
possible protection to valuable workers - 
end actually results in very little loss 


of work in the end. e 

In factories that have production <- 
departments located on several floors - 
it is quite understandable that key. "A 
workers should remain at work because — — 
of the comparatively long time element ^ 
involved in evacuating and returning © 
to upper floors. NS 

Our factory, however, is all on — 
ground level and spread over a very © 
wide area of ground, No department, 
therefore, is many seconds away from = 
its appropriate shelters. The four te X 
five minutes necessary for tote : 
evacuation includes all the adminis- 
trative and office staffs. Many of the- 
factory workers can be in and out of — 
their shelters in a matter of seconds. ONE 

Another point is that our roof- | 1 
spotters are now so expert that the ~ 
number of emergency warnings they 9 
give is exceedingly small. ue 

Our rule, therefore, of everybody to ~~ 
cover if "acute danger" sounds is the ~ 


e 
be 
1: 


eR o 
best arrangement for our particular = -— 
factory, EU 
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“system. arene) mc to 
of-spotters on duty so. that 1f a 
an wants to leave one of these 
rs to attend to anything in con- 
; Pyle his Kork he can first ask 












































abin located. alongside but 
his colleague when a "yellow" 

hrough. 

‘time is the look-out post 
e have had enough experience 
nter of the tip-and-run raider 
ppin g suddenly out of low cloud to 
any other method than a trained 
ter constantly o on the watch. 











ien" Warning. Best But We 
. Can't Use It 


his point is might be minded 
re are definitely - in favour of the 
Oice as a means of warning 
nnel When this voice comes 
a responsible guard whom every- 
nows and trusts it is infinitely 
able to mechanical signals. 
ortunately, however, our shops 
o noisy that speech would lose all 
alue by becoming distorted and 
ue in .the mechanical din that 
vails. The obvious alternative 
efore is a simple signal system, and 
employ the following : 


-On the receipt of “yellow” the 
id. spotter joins the first on duty. 


“When the "alert" is received a 
ng note" is reproduced by the 
speakers (L.S.) throughout the 
factory. 


-Spotters' opinion, it 1s neces- 
o get factory personnel under 
hey _ signal six short blasts or 
x The whole personnel 
O° cover, average time taken 
ve: minutes. 


e event of surprise attack, 
w cloud by dive bombing, 

3 signal an . emergency 
c through L. S. E 
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C hief Officer then broad- 


explain 


in spotters’ opinion, it i5 
=p return. to work, this infor- 
As. ‘phoned to- A.R.P. Control 


ormation. to the whole 


The careful decisión and training 


o of men for spotting duty is. of the 
utmost importance. 
oe job of organizing our spotters 
because, frankly, it was felt that I had 





I my self took over 


the qualifications. In the first place, I 
have for some years held a. responsible 
position 1n our engine test shop so that 
I am well qualified, technically, to 
"listen" to aircraft engines and to 
interpret the information they give—- 
for every engine does give information 
to the trained ear. Secondly, I have 
closely studied for more. than twenty 
years the construction and other 
characteristics of aircraft. 


We Do Not Identify Aircraft 
By Structure 


It might be of interest here if I 
that I personally do not 
identify aircraft by details such as a 
pointed wing or by the cut of a tail- 
fin. By the time a machine is close 
enough to spot these things accurately 
it may be much too late. I MA E 
machines by their general "sit" in the 
air and by formation and. bebo 
As an example, a few minutes before 
dictating these notes I picked up, with 
a pair of low-power binoculars, three 
so-called “smoke” trails’ that were 
invisible to the naked eye. Having 
located these trails I then took a look 
at them through our telescope, which 
is of higher power, and at once 
recognised the typical "sit" of three 
prowling M.E. 109’s. They were over 
a spot at least seven miles away and 
at not less than 20,000 feet altitude. 
Now that, if I may say so, is good 
identification. I say it in no boastful 
way but to emphasise the standard of 
spotting that is really necessary if it 
is to be fully effective. All our spotters 
are being trained to reach this stan- 
dard. 

In training the spotters I always 
emphasise at “lectures the great impor- 
tance of their writing down the facts 
and notes that I give them. In fact I 
regard my lectures more in the light 
of dictation that oratory. Writing 
serves to fix points in the memory as 


well as providing matter for reference 


and learning in the intervals between 
lectures. 


The Best Type of Men 
For Spotting 


Our spotters are selected from men 
ever thirty years of age, mostly about 
thirty-three to thirty- -four, and are 
chosen for their mechan | knowledge, 
for their leaning towards interest in 
aircraít and for general temperament 
that enables them to make balanced 
but quick judgment from ^dfactors 
observed. 

I consider it of little value to use 
men, however anxious and willing they - 






may be, who have not this general 


aptit and qualification for the job. 


E 


therefore, men with the above qualities 


what will or 


be too strongly: Stressed that | 


-0 as sentrie 
line. trenches | were in the kind of war 
that we knew last time. 
To fill this vital and —Ó4( job, 


must be selected. This almost inevitably 
means that the men must” be drawn 
from those holding the more respon- 
sible positions in the shops. In our 
case this fact at first caused some 
opposition from section heads and 
works executives generally as \ no 
executive, shouldering the responsi- 
bility of urgent output schedules, 
wanted to lose key men for some hours 
at a time. But the explanation is an 
obvious one: 
a key man for a few hours at a time 
only than possibly to lose permanently 
scores or even hundreds of key men hy 
enemy action. 


Identifying Aircraft By No Means 
. The Only Factor 


And even if you are able to draw 
upon men who can identify types of 
aircraft, or who can be trained to do 
so with satisfactory proficiency, that 
is by no means all that is required. 
Considered, accurate judgments of 
wil not, constitute 
danger can only be based on an 
understanding of additional factors 
such as cloud formations, general 
weather conditions, movements and 
tactics of friendly as well as enemy 
aircraft formations, action of A.A. 
fire, and so on. 

First class training in these things 
is essential, and so is plenty of actual 
experience. I personally spend as much 


time as possible up in the look-out post ` 
with the spotters on duty catechising 


them all the time. 


Tendency To Over-Caution Is 
- Very Strong 


At the beginning there was a great 
tendency among the spotters to “play 
safe" and to sound the emergency too 
often. True, the presence of enemy 
aircraft in the immediate vicini 
brings home to spotters the heavy 
responsibility of having the safety o! 
a great works and thousands of per- 






sonnel depending on them. That is why — - 
men must be chosen who can Carry .. 







such responsibility. But by ¿constant 
training and by a really sincere appli- 
cation to the job our team to-day 
has reduced lost time in the works to 
an almost negligible quantity. - | 
There still remains a problem: how 
to deal with the lone raider that pops 
down out of low cloud or that utilises 
days when visibility is almost zero. So 
far, our action on all these occasions 
has been right. Soon, however, we are 
to be linked up with the Observer 
Corps in the scheme organized by the 
Government through the use of A.A. 
batteries. This will be of the greatest 





"assistance, as we shall be able to plot 


still more accurately the movement of 


it is much better to lose | 


enemy aircraft’ | and apply: such infor- E 
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Ideas Used in 
4 Busy Companies 


For Keeping Up Stafl 


I last month's issue (page 7) a well 
known company described the man- 
agement's scheme for assisting the 
wives and dependents of employees 
who were serving in the Forces. 

This was a well organized plan and 
had the wide objective of maintaining 
the wellbeing and morale of some 
thousands of people—a contribution of 
'great national importance. 

Many other firms are performing a 

- similarly valuable service, though not 
perhaps by exactly the same arrange- 
ments. 


Employees’ Advice Bureau Gives 


Aid Of All Kinds 


For example, one company has set 
up what it calls its Employees' Advice 
Bureau. This is a small committee o 
senior men representing management 
and factory and including the firm's 
welfare supervisor, who is a trained 
nurse. 

: The committee's duties are nomin- 
ally what the title describes but in 
actual fact most of the help given is to 


employees’ families, especially the 
families of men called away to the 
forces. 


Though no regular money subscrip- 
tion is asked by the committee its 
chairman has, from somewhere or 
other in the past twelve months, dug 
up about £2,000 whiċh has beèn ‘spent 
in helping employees’ families over 
tough spots. Some of this money has 
been secured by a periodical “whip 
round” and some by personal contribu- 
tions by the senior staff and directors. 

But apart from money help a lot of 
valuable and generous assistance ^in 

- -other ways has been given. 














Not only is the big firm able to institute ways and means for 
maintaining the health, contentment and efficiency of employees: — e. 


the small firm, too, can contribute much help that is invaluable |. 


By G. ORMONDROYD 
Works Organizer 


For example, in the coal shortage 
small grants from the company's own 
stocks were made to | employees’ 
families who were specially badly hit. 
During the winter, also, the firm's 
solarium (for sun-ray treatment) has 
been opened for a couple of hours daily 
to employees’ wives and children, 
especially young children. Treatment 
is given under supervision of the nurse. 


This has been especially valuable in 
the past winter months and has un- 
doubtedly saved much illness and con- 
sequent expense to employees' families. 
As a director of this concern re- 
marked :— 


"Apart from humanitarian consider- 
ations it is illogical to do everything 
possible to keep employees feeling fit 
and well if their families are not also 
given extra protection against the risks 
of illness accentuated by war-time 
hardships. Even if he himself is well 
no man can work efficiently if he is 
worried about the illness of his wife 
or kiddies. In fact his worry on this 
score may eventually lead tọ his own 
breakdown despite the company’s 
efforts to keep him fit, Our extention 
of sun-ray treatment and other medical 
help to employees’ families has, we 
certain, done much to avoid 





Most firms have acted generously tor 
wards employees injured (esther in 
their homes or at work) by bombs, ' 
is a specific contribution, and a ve 
important one, towards the maintenance 
of general morale. | 


This Fund Is Specially For. x s 
The Bomb-Injured E 


Here is an example of one firm's » 
arrangement. I quote largely from its 
own reports ;— 

“At both our factories funds” 
been set up to assist workers : 
suffer air raid injury or damage. 
object of the fund is to comp i 
workers who lose wages on nee í 
absence from work due to. am 
injury to themselves or 
their families or to 3 
own houses, or to | 
ation owing to un 


amount mpm for loss of wages 
averages shillings a day. B 
“The funds are contributory: i.e. 
while at the outset it was agreed tg. 5 
consider and meet as far as possible. - 
all claims arising from personal injury — 
or damage sustained prior to the date ~ 
of commencement of the fund, ber i 
arising from any future damage w roulé re E 
be granted only to contrito f 
“The funds have been augmented inda 
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= ced 3 g : 
= personal grants from the directors and 


"from the general welfare. funds to 
7- which the company automatically con- 
tributes. 
“The amount 2s weekly edipi 
: aries, ha purposely been 
-— Tel rh [^ tie, the minimum 
— being 3d. and the maximum ls. 6d. 
bein dis 
At the larger of the two works it has 
— been more or less fixed at 3d. but the 
_ fund is considerably increased by means 
of collecting boxes placed in our 
— lorries which at the present time are 
“conveying members of the staff and 
workmen to and from the factories." 
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IE Distress Fund 


= | as ^ 
© Another company has its scheme 


>, that operates along similar lines under 
— the title of Air Raid Distress Fund. 
It is to provide immediate assistance 
^ to those employees who suffer personal 
m oss through enemy action and is 
» independant of any government grant 
—to which employees may be entitled. 
~ The directors inaugurated the fund 
with a gift from the company of £500. 
_ The outline is as under :— 
—L "Contributions: Threepence per 
"week for men, twopence per week 
for women. 
» 2. “Only those employees who agree to 
— contribute are entitled to receive 
- any benefit. 
3. "Any employees leaving the service 
— of the company or ceasing to make 
their contributions to the fund are 
not entitled to any benefits or the 
return of their contributions. 
"All claims to be reported to the 
employment office in the first 
instance with particulars of assis- 
tance required. 
"The Fund is administered by the 
Sickness Fund Committee with an 
additional member representing all 
office workers. To ensure immediate 
consideration of all cases of need, 
a sub-committee of three people is 
. available at all times. 
6. "Subscription to the Distress Fund 
is open to all employees. 
"Complete a Distress Fund form 
which is available in your depart- 
ment, authorizing the company to 
deduct your contributions from your 
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E weekly wages. When completed, 
: ý hand your form to manager.” 

~ Entertainments Can Play A 

E Bis Part 
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D — Tn another large concern which is in 
= -a rather outlying district the sports and 


greatly developed on the basis of the 
truth of the old adage "All work and 
no play..." In fact the dances, 
boxing contests, plays, cinema shows, 
etc. of this concern have established 
a reputation for many miles around. 
Most of the employees live in local 
neighbourhoods and whereas before the 
war their families rather criticised the 
district as dull and without amenities 
they now find the place an almost 
constant round of gaiety. Since the 
war the firm's own workmen have more 
than doubled the size of its recreation 
hall which now sees a packed house 


many nights each month, blackout, 
raids and other difficulties notwith- 
standing. 


These entertainments have done a 
very great deal to “keep up the pekker" 
of six hundred employees and their 
families. 


The Shopping Problem Can Be 
Considerably Eased 


Without elaborate arrangement at all 
any firm, even the smallest, can do 
something to relieve the many difficul- 
ties of today. The family shopping, 
for instance, is an almost universal 
problem. It was at its worst of course 
back in the depth of the winter. With 
the lengthening daylight hours it is 
certainly not so bad, but even so there 
still remains a lot of difficulty that 
could be removed. Therefore ask em- 
ployees to ask their wives if they would 
prefer to have the week’s housekeeping 
on a Wednesday instead of Friday. 
Because of early shop-closing hours 
and food shortages they may much 
prefer this. If they do, alter pay day 
accordingly, 

In many industrial centres the 
descent at week-ends of thousands of 
housewives on retailers already short 
of many important commodities has 
resulted in much hardship. 

Women employees, too, even those 
who are not married and have no 
serious responsibilities, want to do their 
essential shopping in more convenient 
times than a final rushed half hour in 
the evening or week-end. 
is no reason why they shouldn’t. A bit 
of intelligent organization could easily 
arrange periodical “time off” for this 
purpose. The trouble is, it goes against 
tradition to let employees off for a 
little while in the daytime: the idea 
shocks -most departmental managers— 
and higher up executives, 

Get rid of this silly notion that the 





And there’ 
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entertainments activities have been firm is losing something by letting em- 


ployees off in their “paid for” time. 
In increased loyalty and goodwill it 
stands to gain a great deal more than 
it loses. 

And anyway it is the broad objective 
of maintaning as much contentment as 
possible among workpeople that is the 
vital thing to-day. If firms can’t shake 
themselves free of the delusion that 
working time is sacrosanct then let them 
look at this broader aspect of the 
matter. 

All firms, of course, are not situated 
in localities which make such a scheme 
possible: my remarks do not apply to 
them but to the thousands of others 
that could easily arrange it. 


Every Firm Can At Least 
Do Something 


And so pretty well every firm, the 
very smallest as well as the bigger 
concerns, can find some way in which it 
can contribute to this immensely 1m- 
portant need of keeping up morale. If 
none of the foregoing ideas seem to 
offer any scheme that is practicable to 
you, then, if you merely set out con- 
sciously to make every employee as 
happy, or at least as contented, as 
possible then you will indeed have done 
a very valuable work. 





Sandbag Throwing Starts 
Good Anti-Fire Bomb 
Training 


S a ‘game’ to aid the proficiency of 

incendiary bomb fighters the 

A.R.P. officials of one firm devised 
a contest of throwing sandbags into 
white circles painted on the ground. 
Marksmanship, they report, was stim- 
ulated by the spirit of competition 
which was keen, especially between 
factory and office staffs. But when a 
‘heavyweight’ in the accounts depart- 
ment broke the factory champion's 
record of distance and accuracy for 
“putting the sandbag” still fiercer com- 
petition broke out between the rival 
factions in the matter of carrying first 
buckets, then tanks of water! Final 
superiority has not yet been settled but, 
as one executive put it, “It’s d— good 
training.” 
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Now 


Business Must 


Make Another 


S HOP sales figures for January are 
certainly informing. Again, as in 

December, the cash value of sales 
was very slightly below (0.3%) that of 
a year ago. This means a net fall of 
26% in the volume. The fall is almost 
entirely due to the drop of 8.8% in sales 
of non-food merchandise: food sales 
actually rose by 5.8%. 

In spite of these falls the value of 
stocks rose by 25%, food stocks by 
25.7% and non-food by 20.2%. This 
reverses the previous downward trend. 

regard it, however, as accidental, 
there having been few, if any, sales in 
January, stocks have not fallen as they 
normally do, Conversely, buyers have 
not held back until February for new 
season’s goods; on the contrary they 
have seized on whatever they could get. 
This situation will gradually make its 
own adjustment. 

The sale of piece goods is dropping 
heavily all over the country. Yet sales 
are maintained at about last year’s 
volume (—26.4% in cash) despite a cut 
of 50-70% in supplies. This is particu- 
larly due to shops relying on old stock. 

Where the trade is not heavily 
restricted for supplies, as in boots and 
shoes, the rise is no higher (+ 19.9%) 
in cash, What we must now expect is 
a sharp reduction in sales of all 
women’s wear, men's wear, furnishing 
and fancy goods, towards the level of 
supplies now available. In other words, 
the gap between sales running at 
around 70% of pre-war will have to be 
reduced to 30-50% of the 1939 figure. 


‘Shake-Up Among 
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The Manufacturers 

J see drastic new plan for reducing 
the number of manufacturers in 

the industries subject to the Limita- 

tions of Supplies Orders is designed to 

expedite the process to free man power 


for war production, to keep down 


prices. The case for the step in the 
textile industries particularly need 
not be argued. As a technical journal 
points out, labour and machinery are 
being wasted throughout these indus- 
tries. “There are mills today,” says 
this journal, "carrying up to 156% 
PEEN ee , 
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TREND OF TRADE 
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Note: “No further official figures of overseas trade will be avails le, 
With the disappearance of these figures, the lack of movement n 
the unemployment figure which makes it valueless, and the gener 
dearth of official returns, the publication of a statistical sury A 
business conditions in this country becomes almost impossible. 


Now, and in future months, I 


trend of business than with a discussion of specific figures 
By CECIL CHISHOLM, M.A., Business Consultant 


overheads in the cardroom to maintain 
only 50-75% of their spinning capacity.” 

In some industries maufacturers are 
only able to work at 30% of capacity 
owing to limitation of supplies. Inter- 
esting point is how best the reduction 
in operating units may be secured, 

Clearly nothing need be done in 
industries like that of carpet manufac- 
ture, where factories are working to 
capacity because export orders and 
Government orders take up the slack 
left by the reduction in supplies allowed 
for the home market. To interfere with 
the already highly concentrated work- 
ing of such factories would merely be 
to aggrevate the situation by the 
unnecessary transfer of workers and 
work from one factory to another. 

There are many ways in which the 
rationalization of civil industries can 
be achieved. In the shipbuilding in- 
dustry it was done by forming a 
company, the members of which owned 
practically the entire industry, each 
member paying a levy of 1% of the 
sales price of vessels commenced on 
his yards after a specified date. Many 
redundant shipyards were acquired and 
either cared for and maintained or 
dismantled and sold. In the cotton 
industry, the Cotton Corporation 
actually bought and operated a number 
of mills while putting others out of 
action. 

In the electrical industry redundant 
plants have often been put out of com- 
petition by the granting of a licence to 
manufacture for the industry some one 
or two lines for which the company's 
plant and skill were particularly suited 
while being paid compensation for its 
reduction in output. 
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A Tricky E: 
Export Problem E 
DI dealing with this problem the b 

export business of all the firms ~ 
concerned will have to be carefull ge 
conserved, but civil servants must 99 
remember that it is often impossible = 
for a small or medium sized concern to ~ 
manufacture for export, unless it has 
at least a basis of home business, Any ^» 
number of nice problems will arise in 
the smaller industries as to how he 
strongest member, which may have 
specialised in the home market, is f 
handle a multitude of models which 
some of its competitors have accumu- 
lated for their special export lines. >Si 

















Transport E 
Troubles Ee 
HE report of the Institute of i 


Transport on exporters 1s fairly -- 1298 
informing. Unfortunately the small- "- 
ness of the sample taken (the chief 1 
questions apparently answered by - 9 
fifteen members) makes the value of 99 
the conclusions reached dubious. "o 
- Three points, however, do emerge, P 
One is the extremely short notice given. — 
in regard to cargo closing, the failure yr 
to advise as to changes in sailing, the — 
delays in delivery of shipping docu- 1 
ments. The second is the continual and. ~ 
costly delays by the railways en route 
to shipping ports, the refusal by rail- ~ 
ways to lift freight, and the out-of-date ~ 
information as to congestion of the 9 
port of destination. Finally, many . 23 
exporters would like a Ministry of ^ 
Export to fulfill all the export func dons... 
of the B. o. T. and D. o, T. DOT TEM 
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- At one time this product was a sharply seasonal one. As shown by the dotted sales curve the 
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d jg NG the last 20 years | have 
EJ been associated with firms market- 
= ing nationally advertised products. 
My. illustrations therefore, relate to 
— such products, but the fundamentals can 
be applied to any business. 
~ There are many angles to the subject 
T. of distribution costs, and the point of 
_ view of the Sales Manager may differ 
— in some slight degree from that of the 
L7: director in charge of distribution or 
2 the board of directors who have to 
- eonsider all the other phases of a 
— business. 
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= Direct Cost of Selling: By Terr- 
-  .  jtories: Products, Customers. 
aan Sales Manager must be vitally, 
interested in these facts. 

T I want to establish the very im- 
— portant point that sales and distribution 
= costs should be treated in such a way 
~ as to recover all outlays incurred and 
> at the same time allow for the creation 
of an adequate profit. I just wonder 
> how many sales managers know what 
- profit their department makes. I am 
Ec assuming that we are considering the 
7 follows -the modern practice of pre- 
— paring an annual budget of income 
and expenditure, and would mention 
~ . that any figures included here by way 
of illustration are fictitious. Let us 
— analyse the various items which should 
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be included in such budget. 
» First, we have the sales forecast 
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was comparatively narrow and suffered from violent rises and falls. A 
selling policy (solid line curve) broadened the active periods, considerably reduced the 
vof” seasons and consequently lowered the selling costs, 
production routine and costs benefited 


working of a hypothetical company that = 


much 


Incidently, 
greatly. 


Ming Costs... 


3 How They Can Be Controlled 


This is a Basic article: not limited to war conditions. 


By a Tt 
G. BERNARD THOMPSON, 


| Vice-Chairman 


Incorporated Sales Managers’ * . 


Association 
wt 


Selling 


cannot altogether stop because of war,and anyway the Planning 
of Sales Control for the future must go on. Meanwhile many new 


- f 


people are understudying for positions with, or as, sales managers. 


They will find this article helpful: comprehensive yet practical and 
; quite devoid of frills 


showing gross sales less credits, break- 
ages and spoilages, giving our estimated 
net sales. Under the heading of expen- 
diture, the following items have to be 
estimated : 


Production of Goods; 

Warehousing, Packing and Despatch; 

Sales Expense; 

Advertising Expense; 

Office Expense; 

General Expense; 

Standing Charges—Rent, Rates, In- 
surance, etc.; 

Contingencies; 

Reserve for Income Tax, N.D.C. and 
BET. : 
Deducting the total expenditure from 
total net sales shows the profit we are 
aiming to Attain, and it is usual to 
break down the expenditure items to a 
percentage basis. Let us assume, there- 
fore, that our company's estimated 
annual net sales are £200,000 and that 


> C abun A b f. - 


[a 


the selling costs should not exceed 3 
per cent., or £6,000 per annum. 


Estimating The Sales Promotion 
Epes None 


My interpretation of the items that 
come within this category is: 
Sales Manager's Salary. 
Sales Manager's Expenses. 
Sales Manager's Commission. 
Salesmen's Salaries. 
Salesmen's Commission. 
Salesmen's Travelling Expenses. 
. Salesmen's Bonuses. 
8. Contingencies. 


Mound 


It is a debatable point whether sales 


promotion expenses should come under 


selling costs or advertising expense. 
Perhaps it would be well 1f I define 
items I consider should come 


what 
uder advertising expense: 

1. Advertising Manager’s Salary: 
2. Advertising Dept. Salaries: 3. 
Space in Newspapers: 4. Space in 
Magazines: 5. Radio: 6. Posters: 
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(^ - 7. Car & Van Sides: 8. S er di 9. Let us estimate our expenses under and each quarter, also cumulatively for 
pg Display aterial: 10. Display Space: this heading as: these perióds, with comparison with the 
CE ne splay Installation : 12, Samples | Sales Manager's Salary ... £800 Corresponding periods of the previous ~ 
— - (Trade): 13. Samples (P ublic): 14. 2 Sales Manager's Expenses... £200 Year. Be 
"an Trade Mailings: 15. Trade Paper ests eS Ro Let us then fix hypothetical quotas 
E Ade EE (3 i » 3. Sales Manager's Commission Ver 
AN vig. : 16. Circulars, Booklets: 17, (a) ` for six travellers to cover the £50,000. 
j Extibition;. 18. Films: „19. Trade 4 Salesmen’s Salaries ........... £1,800 Personal turnover in the budget, b ar- 
es Contests : 20, Demonstrations: 21, 5. Salesmen's Commission ...... £1,500 10g in mind the figures for the prev JUS 
» Novelties, Premiums : 22. Co-opera- 6 Salesmen's Travelling Ex- : year. It must be remembered that ez ch. 
T üve Advtg.: 23. Miscellaneous. penses... VENDS £1,200 ‘traveller’s area is different in any - 
w From these items it will be seen that 7. Salesmen’s Bonuses (b) ’ respects. One or two may be wholly 
Zu sales promotion expenses have been g Contingencies .......... ODDS £500 1ndustrial, another mainly agricul ural, : 
allocated to advertising expense. : —_ and the remainder a mixture of ine m 
£6,000 dustrial, agricultural and resid itia een 


&^ eque The Sources Of Sales 


-dn this investigation I would men- 


.tion that our hypothetical company is 


distributing its products through whole- 


.Salers, multiples, chain stores and 
retailers, and that our rates of discount 
are ; i 


.Retailers—25 per cent, írom the 


retail selling prices; 


Wholesalers—124 per cent. from 
price to retailers; 
Multiples—10 per cent. from price 


to retailers; 


Chain Stores, 10 per cent. from 
price to retailers, 

Further, we have quantity discounts 
for retailers: 

Orders of £20—25 per cent. and 1 
per cent. ; 

Orders of £10—25 per cent. and 74 
per cent.; 

Orders of £5—25 per cent. and 5 
per cent.; 
and we pay carriage on orders of £5 
and over. 

It is essential, therefore, that we 
should. analyse all invoices to deter- 
mine what percentage of our sales 
comes from the above sources, A hypo- 
thetical allocation might be: 





Wholesalers ......... £100,000 = 50% 

- Multiples ............. 20,000 = 10% 
Chain Stores ....... 20,000 = 10% 

Retailers ..... Ss 60,000 = 30% 

i £200,000 =100% 


X 








Sales to wholesalers, multiples and 
and chain stores are usually “house 
account,” for which the sales manager 
is responsible; consequently the selling 
costs we have to control are the sales 
to retailers, who are contacted by our 
travellers. 


Determining The Sales Costs of 
The Travellers y 


The number of travellers to be 
employed depends on the number of 
outlets. As I have been associatêd with 
ithe chemist’s trade for a number of 
years I am assuming our products are 
sold to chemists, of whom there are 
about 12,000 retailers in addition to 


2,000 multiple branches. We are there- 


fore concerned with the travellers’ sales 


-to the 12,000 retail chemists. 


When compiling our annual budget 
we provided that our sales costs should 
not exceed 3% of the total estimated 
net sales of £200,000, or £6,000 per 
annum, This, therefore, is the figure 


—.— we have to keep within. 
Qa Lg E rico 


-— if Ji. " 








(a) Payable out of contingencies onl y 
on excess stles over budget estimate. 
(b) Payable out of contingencies only 
on excess sales over travellers’ quota. 


We have estimated our sales to re- 
tailers at- £60,000, of which sum 
£50,000 is obtained by the travellers 
by personal sales, the balance of 
£10,000 coming direct, on which sum 
travellers receive a lower commission, 
which, I believe, is customary in cer- 
tain trades. And we have estimated 
that our travellers cost us for salary, 
commission and expenses £4,500, 
which, on-a total turnover from their 
area of £60,000, gives a percentage of 
749 for the travellers’ selling costs, 
and this is the figure we haye to keep 
within. 


Fixing Travellers’ Quotas 


Having thus determined our limits 
the next step is to institute a control 


‘system to enable this to be done. First, 


a quota should be fixed for each 
traveller, based on his figures for the 
previous year, plus a percentage in- 
crease if this is considered desirable. 
You will recall that it is on excess 
sales over quota that the travellers’ 
bonus is paid, and consequently they 
have the inducement to go all out to 
beat their quota figures. Every month, 
each traveller’s salary, commission and 
expenses should be ascertained with a 
cumulative total for each succeeding 
month, such figures being compared 
with the budget estimate each month 











Here then is an apportionment: oe 
Traveller Personal Turnovers 


A. £10,000. € 

B. 10,000 — 

e. 8,000 

D. 8,000 

E. 8,000 

F. 6,000 
£50,000 
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Now what other information: 
we want to enable ùs to assess cach 
traveller's work and make a comparison 
with each other? First, each traveller's) 
selling cost to his personal turnover 
should be ascertained. "We fixed 749% © 
as the selling cost figure for all ‘the 
travellers. It may be that one or two = 
will be below this figure, while other e 
will be above it, but collectively th 
percentage should not exceed 7M. 
Travellers' areas differ in many ways 
some may be compact, others scatter« d, 
consequently some allowance must be 
made in making a comparison. - PS a 

Èr., 


The Cost Per Call - 


This is reflected in the next figure a 
we require, that is, the number of calls 29 
he makes per day. I regard this ins 
formation as very important as it cam - 


prove several things. For cach traveller 9» 
the number of calls per day should be 39 
consistent, although one traveller may m 
make more calls than another by reason f- 
of the difference in their areas. ——  — 
A periodical analysis. should be made 
to ascertain what is the actual average 
selling time spent with & customer, that 
is, from the time the traveller enters _ 
the shop to the time he leaves, alse the — 
time spent waiting outside when an- = 
other traveller is-in the snop, as it 


M 


1s 
an unwritten law not to enter till he —9 
has left, and further, the time spent 
travelling from one call to another. ^s 
A Sales Manager friend of mine =) 
selling to the groctry trade tells me . “= 
that his figures are: Y 
Working Hours 
9—1 and 2—6 = 480 minutes, rS 
The number of calls per day is 15,28 


Selling time spent with customer— 


" x) 
> 


Per Call T" 
Average 15 mins. — 225 mins. Ea 
Waiting time— —— N wu E 
5 mins. — 75 mins, 
Travelling time— 
12 mins. = 180 mins. 


480 mins. 


— o —— 


Continued overleaf) 



















pet ses. each. "month by the 
of calls made, as ascertained 
eir daily reports. There should 
arity in. the cost per call of 
working an area where the 
ties for business can be re- 
as equal, as where one traveller 
orth of the Thames and another 
of the Thames, or in areas which 
holly industrial or wholly agri- 
al. Due allowance must be made, 
rse, for the selling ability of each 





















Getting At The Cost Per 
2 . £ of Business 






is to 


Pera figure 
ot 


BE s worth 
















a o is Pa. cost. 
ecord should also be kept of the 
"of orders sent in by each 
t, By dividing this figure into 
veller's personal sales, one 
S the average value of each 




































aring “the figures for each 
usually reveals some interest- 
cts. One traveller might average 
per order, while another £5 per 
from which one might deduce 
e £15 man specialises on the 
buyers, while the £5 man may 
such a good salesman, and 
ses in obtaining a greater num- 
orders of smaller value. 
ext item is the percentage of 
to-calls, and is ascertained by 
the number of calls into the 
of orders. For instance if 300 
e made and 100 orders booked, 
centage of orders to calls is 
%. In other words, one order 
| in every three calls. 
ist put in a word of caution here, 
traveller's mission 1s to obtain the 
st possible sales and- not to make 
ghest number of calls; but to 
sales he must make calls, there- 
; possible for the traveller who 
the fewer calls to have the 
Sales, and, conversely, the one 
takes the highest number of calls 
ive the lowest sales. The percen- 
of orders to calls, therefore, to 
extent, reflects on a traveller's 
ing ability. 


VALUE of Averaae Sale : An 
: Important Figure 


ere is a close relation bétween our 
tem, the average value of order 
Hl, and the previous item—the 
tage of orders to calls. The 
value of order per call is found 
ing the traveller’s personal 
by the number of his calls. 
1 as an aranera: FE 












































attention to the bigger buyer and 
all out for a good-size order. 

It has been said, rightly or wrongly, 
that most travellers take the lne of 
least resistance and sell those lines 
which are the easiest to sell either on 
account of the demand for them or 
because they are seasonal lines. This 
is a point which every sales manager 
should watch, and one way of over- 
coming the difficulty is to fix a quota 
for each individual article. 

Many manufacturers insist that the 
travellers shall sell the lines which 
show them the greater margin of profit, 
which is a very wise policy. 

.Do you know what is the profit and 
loss limit of your orders? If not, you 
should analyse the travellers’ sales by 
products, for some of them may be 
concentrating on certain lines to the 
detriment of others, and perhaps the 
lines on which there is a preponderance 
show the lowest margin of profit, or 
even a loss. 
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Summary of Items to Show 
LS Trend of Sales | 


An analysis should be made of all 
the items I have dealt with, and these 
should be summarised as follows: 

1. Each month with comparison with 
the corresponding month of the pre- 
vious year. | 

2. Cumulatively with comparison 
with the corresponding period of the 
previous year, Le, the figures for the 
first and second month should be 











"d. A separate statement should. A 
be similarly prepared 
traveller's sales against quota which in 
effect 1s against budget, as I explained. 
earlier on. 

The above dona UE shows the 
sales trend by areas as compared with. 
the previous year, and throws the spot- - 
light on each traveller's activities. 

“E have thus shown how selling costs 
are controlled in respect of travellers' 
sales, travellers’ areas and products, 
and the statistics that have been com- 
piled should give every sales manager 
valuable information which can be 
used to considerable advantage. Sta- 
tistics serve no useful purpose unless 
they are carefully studied and compari- 
sons made+in regard to each traveller 
and each area. Properly analysed and 
controlled, they enable the sales mana- 
ger to evaluate every product and the 
various territories, thus assisting his 
travellers to function to the fullest 
possible extent. 

Travellers require direction, as with- 
out such direction and control there is 
the risk of sales decreasing instead of 
increasing, and unprofitable lines being 
sold in excess to the detriment of the 
profitable lines. Travellers should al- 
ways aim at increasing the size of their 
customers' orders—by this I do not 
mean over-selling them—for that is one 
of the surest ways of reducing distri- 
o costs and creating profitable 
sales. 





delivered as an 
branch of the 
Associations. 


The foregoing was originally 
Address to the Nottingham 
Incorporated Sales Managers’ 





War-Time Advertising Has 
Cured Us of a Fault 


Having to design simpler, harder-hitting appeals for smaller spaces 


has convinced us that our copy and matter in pre-war big spaces 


was overdone and far too complicated. We shall correct this in 


our post-war publicity. 


By The ADVERTISEMENT MANAGER 
Of a Firm Marketing Toilet Products 


N scaling our advertisements down 
i. smaller war-time sizes we have 

certainly learnt this valuable lesson. 
Our large pre-war spaces, especially 
the full pages in magazines, had become 
far too “full up,” we put too much into 
them. 

We didn’t realise it of course. Our 
publicity seemed to compare well with 
a else of its kind. But then it 

able. that as iced had 


E 


That is the tendency over a long period 
of build-up. 

Our own advertisements, hike many | 
firms’, were the result of development. - 


Every bit of copy, every picture and LE 
diagram constituted. what we thought 


to be a vital point. And in course of 
time many indeed were these "vital 
points" that had been created and 
added, . Into our r big. Spaces in fact, we = 









showing the — 























^ 








a , A > i" ET" , De. 
xr. ., : ae So ee 
H wc a e m 















































ah iu nat ea) xU ec idee ESTEE Te ee Ach dea — od LN 

du lE Qe S V MEA C AE tet EET AE OTE eee Gy CODE 

“hae 2b eee, X EM. y O ty PUE ETSI Co UD yw rh rur. fox SE i "Y d de Nul pa 3 +, e, 2-4 EN 

— pages and six-inch doubles instead of the appearance and appeal of these Big-space publicity will not come. 

> full pages and eight or ten-inch triples revised layouts that, as an experiment, back for,a while yet so in the mean- 
E our copy and layout men were panic we had several enlarged (by photostat) time I heartily recommend a little 
P stricken—almost. And it was at this up to the bigger sizes. These enlarge- exercise in preparing your post-war 
w point that we came to realise we had ments looked exceedingly well. We full pages and ten-inch triples by 

e. been overburdening our big spaces have had several conferences on them writing copy and layout for q ood. 
É because, to make good advertisements and have obtained opinions about them adverts. of half or even quarter the 
[ of the little spaces we saw it was not not only from senior executives, but size and then simply "blowing them m 
a a matter of just leaving out bits of the also from our salesmen in the field and to the required scale. Er 

larger advertisements. It was some- even from the families of our factory 


This gives the simplicity and direct? 
ness of the small size advert. in the 
dignity and prominence of a big space, © 
a quite different thing from taking ay 
big space and then putting in eno 
matter to fill it. Dor 


e. thing quite different from that. We employees (the product being one of 
Z should have to take fewer points, or household interest), and the voting has 
even single ones, and create a fresh been almost wholely in favour. 
presentation that was altogether more The times are not ripe of course for 
simple, more direct and with much our going back to big spaces, but I 
greater "stopping power." think we have been forced by circum- ^ RE 
Now that we've had a few months' stances to learn a valuable lesson. This idea may not meet every needo 
work on these smaller spaces we believe . "Simplicate and add more lightness” for matter with which to grace all the 
we have developed this simplicity, hard- seems to be a good slogan not only for big spaces you will use in post-war 


" 
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ideo ; : : ; dine 
hitting angle into a very effective product designers and production men business. But try it out now as amo 
technique. | to follow but also for advertising men experiment. You may learn something, ^ 
In fact so pleased have we been with to try. as we did. EL 
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As Further Assistance to our Married Worket 


We Provide These Family Allowances 


By A. WYNN, 
Jt. Managing Director, Midland Electric Manufacturing Co. Ltd. 


OME time ago we instituted a 
system of Supplementary Grants to 
all employees to offset the rising 
cost of living. Now we have aug- 
mented this with a scheme of Family 


Allowances. 
This company, realising that the Thé. tnstedkind cont, e£. vias 
r extra cost of living`falls more heavily naturally falis heaviest on -the 
E on a married man with a family than married P sia a 
i family; but it e services 
- x E ice ee out s plan ovy, tm Aa act e ed i 
which provides additional weekly pay- lenced worker that we particu- 
ments for each dependent child. The arly want to retain. One 
scale is generous—a married man with aspect of our scheme therefore 


three children will receive 6/- per has this object in view, 


week additional to the present supple- 
mentary grants. , 
; The scheme, which it is hoped to for the second child ... 2/- 
operate at least for the duration of the for the third child and 


k.. <2 














allowed to participate in the scheme = 
but for staff employees it is limited ~ 





war, applies to all works employees subsequent children ... 1/- per child to those whose total remuneration "7 
and to members of the staff below a 2 The Allowances are paid only for is less than £300 per annum. , TES 
certain salary level. ; children who are under 14 years of 7. Where payment of the Allowances 
a The new arrangement is an extension age (or under 16 years of age if is being made, any change in family 3 
of our policy of full consideration for . still at school) and who are dependent circumstances (for example, the = 
the older and more mature type of on and wholly maintained by the birth or death of a child or à child's. EET. 
worker and it 15 hoped that it will still applicant for the Allowances. - leaving school) must he notified P. 
. further bind the very happy relations 4 The Allowances are paid only while immediately to the Personnel De- i 
which have always existed between the the applicant remains in the service partment. E. 
management and its employees. of the company. 8. Each applicant for the Allowances 3 
: ; 4. The Allowances are not considered is required to complete an application 
As A Guide To Executives In in the calculation of the applicant's form and to supply any additional 
Other Firms bonus or overtime payment. information necessary to substan- 7 
a 5. In. the event of the applicant's tiate his claim for payment. ES 
For other executives who may be absence from work for any reason, 9. Pay dockets for the Allowances are 2 
interested in starting’ a scheme of payment of the Allowances is not issued each week and are obtain- X 
- 5 their own the following are the simple made if the absence exceeds a total able from the applicant's foreman 
1 rules governing our arrangement :— of three days in the week (counting or chargehand. ' a 
~ L The scale of the weekly Allowances is Saturday as a whole day). 10. Allowances are normally paid oute — 
EE. for the first child. s... 372, - .6. All employees on check number are Continued on page 32 — —— —.— 
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5 "he ni dE w Es con- 
d.a more accurate observation if 
-added the important qualifica- 


‘provided seed, plant and sapling 

proper sun, air and soil 
ment." 

ply this simple analogy to business 


you are bound to agree a unless 
small-to-average business receives 
air and soil nutriment” in the 
of progressive thought and the 
m of modern, efficient methods, 
is little hope of it ever emerging 
"the small stage, in fact if it 
ives at all it will be a stunted thing 
to be admired. 

turally, no principal or director of 
nall-to-average firm wants his con- 
rn to remain in that category. To 
low this would be to admit a predeter- 
ed apathy which does not exist. Yet 
“many businesses suffer from the 
effects which could be brought 
ut by that cause. 5 











Ise Confidence Is A Great 


| Business Enemy 


growth is 
Ít is ustially 


he ere of stunted 
dly ever sheer apathy. 
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ced. confidence—false confidence 
capacity of one’s memory, 
eae dn. their- 








This is the Works Order Record 
and takes the form of a Visible. 
Index Card with Flimsy. The 
Flimsy is printed exactly the same 
as the card and is perforated 
approximately according to the 
heayier broken line which indicates 
the four sections, The Flimsy is 
separated at the. perforations, 
Section © being sent to the Stores 
as a total Bil of Quantities, Sec- 
tions A, B and D going to the 
Departmental Foreman to enable 
him to allocate the operations over 
his men and machines. 


Efficiency CAN Be Put 





ES 


Into the Small Business 


» 


"Efficiency" does not imply ‘ 'costliness"'; 


zit implies “simplicity.” 


Simplicity in a method means that it can be put in at low cost: 


simplicity of operation’ means that no expen 


to work it. 


effectiveness e 


By 


JOHN 


nsive labour is required 





That is why the small. firm ean have big-firm 





ARTHUR 


Business Organizer and Consultant 


development by these 


part of principals and T have often 


written of the need for such concerns 
to adopt a 
adopt 


progressive outlook and 
measures of economic 
which would give them 
“sun, air, and soil 


those 
effectiveness. 
the much needed 
nutriment.” 

When I am confronted by’ the much- 
used excuse that the small-to-average 
business cannot afford to adopt effic- 
iency Í have always emphasised the 
fallacy of this contention and have 
retorted that, on the contrary, the 


reverse is the case and such a concern. 
cannot afford. todo without efficiency 


falsities on the, 


measures, Efficiency does not neces- 
sarily mean expense-—even if we allow 
that such expense is investment. No 
efficiency means—or should mean— 
simplicity. 

I have from time to time given 
examples of how small businesses can 
—if they will—adopt the very latest 
proved methods, not at a cost but at a 
saving, because old-fashioned methods 
are not only costly in their results but 
in their operation. 

This month I return to the subject 
because I have come across a really | 


good example of how a firm employing 
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‘ture of light engineering products 
` found themselves in a hole through 
mistaken ideas of memory, ability amd 


energy and decided to get down, to a 


good system automatically to control: 
1. The manufacture for stock of small 
parts for sub-assemblies. 
2. Manufacturing to order which may 
or may not involve stock as above. 
oductive. work such as 
: pairs and maintenance, 
waiting beu etc. 
: There is point in occupying 
is valuable S os inquests as to causes 
o of ineffectiveness so in order to give as 
clear a picture of procedure as possible 
I propose to describe what happens 
from the moment an order is received. 


This Is How The System 
Operates 








When a customer’s order is received 
the details are entered on. a visible 
works order record. This is in four 
sections and has a flimsy sone WR 
will be described later. 

From the illustration of the card, 
which has the four sections lettered 
A, B, C, D, the recording procedure 
can be easily followed. 

At the top of the card (Section A), 

the date, works order number (this is 
also the job num ber) who the order 
was received from, the delivery destin- 
ation and routing, and the due date and 
rate of delivery, are entered. 

Provision is also made for entering 
the "finished" date at top. These 
entries at the top serve for easy refer- 
ence when the card is subsec juently 

= filed, the purpose of such ee 

: being to utilize the experience as to 

costs, time, materials, etc, in connec- 

— tion with estimating for future similar 
"jobs. 

. "Section B is next entered with a full 

ad scription. of the order and the card 
d nsv. are. passed to the works 
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T i ws the Operation or Job Card, an appropriate series of which are made oul 
in respect of cach job when the Works Office have dissected the order into 
operations, 

One of these Operation Tickets is PES 7 each workman who takes part in 
the Wor 


Docs a bill of quantities in the 
section, and the operations 
the column 
headed pue 

Having completed the SUIS works 
order card so far as possible, the works 
clerks next make out a series of oper- 
ation and material tickets of 
punched variety on the basis of one 
labour and one materials ticket for each 
operation (in some cases an operation 
requires no material from stores, there- 
fore tickets are not required) and these 
pre-punched 
operation 


the hand- 


the pay-roll in gross, and man's t 
Dnm Wer. 
stores number and department number. 

This completes the works office rou- 
tine to this stage and the flimsy secti 
7 is sent to stores as a bill of a iuantities 


This is the Stores Ticket and takes ihe j 
separate requisitions fotalling to the Bill of Quantities for the job, as as 
by the Works Office and as indicated on the Works Order Record and ! i 
M pis: SE one of these Tickets is handed to the of perator tog 
ce E the job-Ticket as illustrated above. es 


form of a Unit Requisition, the un ds 


o—from this full descrip. .- 





or the job. T ms 
are checked for st tock and : 
on the stock allocation shee 
visible stores ledger, 
Non-possession of stock it 
duces from the stores a * 
Delay" advice note and the job is 
penes receipt of stock either. 
purchase order or works (stock) « 
Assuming the possessioni 
materials items, the flimsv, Si 
D, and D, are sent—toi get ther 
appropriate punched 
operation tickets—to the | 
decides the operator and 
(these are constants, by 
The foreman files these o 
cards, etc., in delivery due daté 
and on a job going on to sched 
hands to the operator a labour i 
and, where applyi ing a materials £ 
The labour ticket is punched 
operator's number before being ! 
out and the stores number is pur 
on the stores ticket so that wi 
operation is completed and the 
are duly im the hands of the 
foreman respectively, they are x 
full pre-punched for costing and t 
purposes. 
The materials pre-punched t 
of course, handed in by the we 
in exchange for the goods he v 
He is clocked on'and off the is 
pre-punched ticket, and the returi 
the ticket t indicates the progress of. 
job and is in fact used by the. w 





























































































































promise ae be ing passed. 
costs, who price and extend 
summarize it and its fellows into. 
to check up to wage analysis figures 















clock card individu; lly, 
Regarding progress, should 
return of labour tickets suggest 


and if necessary a an amend sd Rnish d 
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"entered on the line “Delivery Advices.” 
At the same time a letter confirms a 
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fect. 

— The Works Order Record proper is 
> kept in the works office in cabinets 
7 and is duly entered up from the labour 


tickets and other media until there is a 
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—— INCE the introduction of sprocket 
l punched stationery it has been adap- 
5 ted to pretty well every type of 
- cylindrical and flat-bed platen office 
m machine. The absolute accuracy of 
~ registration which the system ensures 


T jds such an outstanding advantage in 
© particular kinds of work that its use is 
~ -becoming universal practice in progres- 
sive offices. 

It is still customary to remove the 
~  wertical and horizontal perforations by 
T trimming and cutting the paper in 

—— pack form on a printer's guillotine and 
" — then separating the forms by hand. In 
some cases the punched margins are 
removed by tearing by hand along the 
perforated lines, 

In other cases no attempt is made to 
remove the punched margins and the 
— — forms are torn by hand and separated. 
~ — - These methods have not been found 
— — very satisfactory, however, because of 


- the obvious slowness of the operations 
on t€ =~ Jta. - adea shan 
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facturing, progressing, and costing of 
the order. 

The visible edge of the Order Record 
provides for control “at a glance" and 
after completion, the record is filed as 
previously mentioned, as a guide to 
future similar orders. 


by this 


This | machine 
nol only trims 
off punched 
margins and 
cuts forms to 
length but also 
arranges sheets 
in order and, if 
necessary, prints 
them with 
serial numbers, 
date or other 
information, 
Illustration 
shows front 
view of machine 






















pack is left with every other sheet 
reversed and a lengthy hand operation 
is necessary to re-arrange the sheets in 
correct position. 

An improved method of trimming 
and separating forms is now- provided 
by a new Cutting and Trimming 
Machine which has been specially 
designed and produced for the purpose 
of trimming off the perforations, 
separating and arranging the individ- 
ual forms in their correct position and, 
if required, printing the date, serial 
number, or similar information on each 
form. 

The method of operation is .as 
follows: The pack of paper is placed 
on the feed platform and the leading 
edge inserted between the guides. The 
machine then— 

1. Feeds the paper automatically by 

means of pin-wheels which 
engage in the sprocket punching, 


9. Deinéts an anch fnrm the data ar 






complete record of “the placing, manu- — 
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of some of the records 


are given and the remainder will be 


shown in another article when I will 
give a more detailed description of the 
motiyation, operation, and influence of 
the various documents used, together 
with a chart. depicting the modus 
operandi. 


New Machine that 


Cuts, Trims and Arranges 


Sprocket Punched 


Stationery 


serial number or similar infor- 


mation, - 
Trims off the punched margins, 
. Cuts off each form to exact length, 


. Stacks the finished sheets in order 
at a speed of 3,000 forms per 
hour. 


ur 4 tC 


The machine is simple and compact 
in design and its general arrangement 
can be seen from the accompanying 
illustrations. 

The side cutting is performed by 
circular disc cutters which are adjust- 
able for width, whilst the cross-cutting 
of the paper is effected by a special 
chain driven reciprocating circular 
cutter which, operating from below the 
paper, give absolute safety in operation. 

The machine is adapted for dealing 
with a wide range of stationery sizes. 
Forms can be cut to lengths ranging 
from 3 inches to 9 inches in steps of 
one-sixteenth of an inch and in widths 
varying bétween 52 inches and 174 
inches. 

The trimming cutters for the edges 
are adjustable independently oí the pin 
wheels so that any width of margin 
above half an inch can be removed. 
This margin cannot be less than a 
quarter of an inch from the centre of 
the sprocket holes. 

The machine can print the date in 
two places on each form at the top of 
the sheet or the same device can be 
adapted to print a serial number or 
other symbol. The cost of such serially 
numbering or dating of forms can 
therefore be saved. 

From these brief details it will be 
appreciated that this cutting and trim- 
ming machine can render valuable aid 
to all users of sprocket punched 
stationery quite irrespective of the type 
of machine on which this stationery 
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GOOD WORK? when he's 


wasted an hour a day! 


It's not Mr. Jones' fault. He doesn't control 
the system in your office. He does his best 
with out-of-date methods because you haven't 
tried new ones. But can you afford to do 
without the Ediphone ? 


An hour a day of Jones’ time is money - your 
money. Ediphone will save it for you. And 
Ediphone will solve the problems of war-time 
conditions—reduced staffs, shorter working 
hours, etc. 

The streamlined efficiency of this 
wonderful system will increase the 
_ general efficiency of your, whole office. 







Everybody's time is more valuable now 

—and the Ediphone helps to save time 

all round. Let it help you. .May we 

demonstrate—in your own office?. You 
incur no obligation. 


For recording Telephone conversations, 

Board room conferences, Minutes of 

public meetings, speeches, etc., use 
the TELEDIPHONE. 





THOMAS A. EDISON LTD., 
Victoria House, Southampton Row, London, W.C. 1. 


Telephone: Holborn 9988. 
BRANCHES AND DEALERS IN ALL PRINCIPAL CITIES. 





NOTICE 





ON AUTOMATIC DETECTION OF e 
FIRE BOMBS E 
> x 


The Electric Eye is now being used 


to make fire watching practical and 
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effective. It also eliminates unneces- 
sary hazards. 


(See page 23 of '' BUSINESS" for 
January for full description. J 
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Es 
Bombs are automatically detected | À 
and located, and Fire Fighters can be | A 
allocated from the Control Centre d 
to obtain the maximum result, E- 
ES 
proceeding direct to the bombs by a 
the shortest route. 2 
p d 
Orders and enquiries are being dealt JA 
with as quickly as possible. Please a 
* . 4 B « | 
forgive a little delay—it is due AR 
to the demand for installations 3 
urgently required in factories and a 
ul 
buildings of primary importance. E 
E 
MORTIMER GALL & Co. Ltd. 
——— "i 
115/117 CANNON STREET, LONDON, E.C.4 
Phone : Telegrams : : 
Mansion House 9888 Morgalite, Cannon, London 3 
' 
DEPARTMENTS EXT. No. , 
CAO a ae a E 
BOMB DETECTION- - = - 12 x 
EMERGENCY DRINKING WATER PLANT 16 "d 
INDUSTRIAL ELECTRIFICATION - i8 1 
COMMERCIAL ELECTRIFICATION - 19 
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MNA rs 
ET. AR, “with the* consequence of 
i = intensified working, especially for 
a long hours im the blackout, has 


increased both the need 
— -- and the difficulties w taiñin: 
— That good lightifg is of even greater 
~ importance under war conditions can be 
easily shown— ` 
© . -Suppose?in peace time, a factory eper- 
= ative works at full efficiency under natural 
— lighting, but that his, work is only 60 per 
EX cent, efficient unger adequate artificial 
~~ lighting. This drop in efficiency reacts 
N 3 — on his employer's balance sheet as a loss 
T. of but 6 per cent, because the hours 
hc are only*some 







r good lighting 
agit. 


7. worked under artificfal li 
~ 10 per cent. of the total working time. 

~.  . But today, when. the factory may be 
T working in artificial light for the whole 


T. twenty-four hours this efficiency drop now 


T ~ represents a 40 per cent, | o the 
~~ nation’s war effort: a state of rs that 


LE . must not be permitted. 

ARN The importance which the Government 
are attaching to this matter of factory 
> Fighting clearly indicates that they 
m appreciate the vital part which lighting 
Eu plays in the production of every kind of 
2—1 . manufactured goods. 

Em - By improving the lighting installation, 

T the worker's efficiency during black-out 
hours is increased with beneficial results 
to the factory's total output. 

War conditions have resulted in the 
introduction of unskilled or semi-skilled 
workers, and it will be appreciated that 
the work of training such people will be 
greatly facilitated if they are not expected 
~- —— to strain their eyes on unfamiliar tasks 
= . due to inefficient lighting. In addition, the 
f calling up of young men and their replace- 
At ment by older workers increases the need 
* . for good lighting, for the eyes of older 
» people are not as efficient as those of the 

— . younger generation and consequently need 
~; more light for the equivalent "seeing 

conditions." 

The Fifth Report of the Departmental 
Committee on Lighting in Factories issued 
in June 1940 has given a number of 
important recommendations and has 
l  . indicated a minimum standard of illumin- 
Nec ation which, although it would have been 
^. regarded a few years ago as lavish, is in 

accordance with all. mol modern lighting 


i . $ 
engineering assembly shop provides a good example of well 
wd general lighting, Note the even distributiomof a reason- 
intensity of illumination and how this is assisted by the 
Í relatively light ceiling + 


C. J. 






By 


MISSELBROOK, B.Sc.(Eng:) 


Factory «Lighting in War-time 
EN i di zm | 


WH Y lighting affects output so much 


more directly in present conditions 


WHAT comprises proper lighting 


for specific kinds 


of work 


HOW it can' be put in and main- 
tained at top efficiency 


practice. 

The Committee's recommendations may 
be considered under two headings, viz: 
Adequacy and Suitability, each of which 
presents its own problems that have to be 
solved before any efficient lighting scheme 
can be evolved, 

On the subject of adequacy the report 
recommends. a minimum illumination of 
"6 foot candles without prejudice to any 
additional illumination required by the 
nature of the work" This intensity 
applies to parts of the factory where 
persons are regularly employed, and is a 
drastic increase on the 1 foot-candle which 
was considered satisfactory when the last 
report was published less than two years 

reviously, but the intensity recommended 
is easily obtainable with modern high 
efficiency light sources. 


The Lighting Expert Can Help 
Solve Ventilation Problems 


The question of providing sufficient 
illumination may raise one difficulty, that 
of heat, It may not be realised that quite 
an amount of heat energy is generated by 
electric lighting, and this may give rise to 


“uncomfortable working conditions unless 
good ventilation is provided. This is, of 
course, primarily a matter for the ven- 
tilation engineer, but if the problem is 
acute the lighting specialist can often 
reduce the amount of heat generated by 
using an alternative type of lamp. For 
example, the “Sieray” Fluorescent Tube 
is a good alternative to the 200 w. gas- 
filled lamp, giving about the same amount 
of light but operating at a much lower 
temperature. This will serve as 
instance of the means by which the heat 
from electric lamps can be reduced, but it 
should be understood that it is really a 
problem of ventilation. 


How To Overcome Difficulties Of 
Blackout Requirements 


. 

In the same way the problem of the 
blacking out of factory premises should 
not hinder the provision of adequate 
illumination in the interior. In the early 
days of the war many light sources were . 
screened with improvised shields construc- 
ted of brown paper, Unfortunately in 
many cases these temporary arrangements 
have been allowed to become permanent, 
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SAVE IN THIS WAY TOO! 


Ordinary carbons tend to CURL up because the 
carbon side and the tissue 
side are not BALANCED. 
Curled sheets are hard to 
handle and usually “ tree.” | 
This 
duplication of work. 










means waste and 


ra -y 


YOU CAN ELIMINATE THIS WASTE | 
WITH THE BEST | ‘ 
OFREX BRANDS 2 OFREX 
because the TISSUE side is F 
specially treated to make the M 
paper lie FLAT UNDER | 

ALL CONDITIONS. à 


Ask for samples. 


varieties you need. to stock 


cost you less than you would 
samples. 









R MEN 


“THIS MAINTENANCE 


Machines are made to be worn out and written off, but the worker has to be aself-conditioning and 
self-recuperating unit. He can manage this under proper conditions—rest, holidays, sunshine, 
etc.—but black-outs, overtime, and winter make it impossible. So sickness, absence, and 
accidents tend to rise every winter and output to fall, because the conditions are unfavourable 
for recuperation. It is impossible to give summer holidays now, but you can replace them quite 
effectively by providing your workers with artificial sunlight from Hanovia lamps. 

Businesses of every sort and size are already doing this with brilliant results. Their workers 
keep toned up, energised, fortified against illness after regular sunbaths; they stay the course 
and finish fresh. Sickness is decreased :—Cadbury's cut down colds 40%; Royal Navy Units 
reduced all illness 30%. Munition workers say sunbaths keep them fit. Directors say they 
have more energy. 

An illustrated booklet entitled ''Fitness in Industry ' 
reports, recommendations for equipment in brief, business-like form. 
send you a free copy on request. : 


ADDRESS YOUR ENQUIRY TO THE INDUSTRIAL WELFARE DEPT., l 


HANOVIA LTD.. SLOUGH. BUCKS 


LONDON SHOWROOMS: 3 VICTORIA STREET, S.W.| 


summarizes actual experiences, users’ 
We should be glad to 
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cuts out CARBON wes 


RBONS giye all that y 
sharp copies, toughness, durability, and clean handling. 
They give more,besides™ They give you ‘flexibility’: a 
quality which cuts out the number of weights and 

which reduces wasteful 
carbon-changings which simplifies all carbon copy work. 
While our Tax Free Stocks last OFREX CARBONS will 


ask in the way of fine 


pect. A card brings free 
* 
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THESE ARE SOME AMONG. 
WHICH 
INDOOR 
STAFFS 


MANY ENTERPRISES 
PROVID JHANOVIA 
SUNBATHS FOR THEIR 


Affleck & Brown, Ltd. 
Armstrong Siddeley Motors, Ltd. 
Aspro, Ltd. 


Asbestos & Eng. Co, Ltd. 
rmetals, Ltd. 


* 


Blackburn Aircraft Ltd. 
Montague Burton, Ltd. 
Cadbury Bros. Lid. 
Crompton Parkinson, Ltd. 
Daimler Co. Ltd. 
Electrolux, Ltd. 
Ford Motor Co. Ltd, 
General Aireraft, Ltd. 
Glasgow City Police Headquarters 
Greetiand Dyeing Co. Ltd. 
Arthur Guinness, Son & Co, Ltd, 
Harland Engineering Co. Ltd 
H. J. Heinz Ltd. 
Alfred Herbert, Ltd. 
Hercules Cycle & Motor Co. Ltd. 
Alfred Hughes & Sons, Ltd. 
H.M. Navy 

(Several ships and shore depots) 
LC.I. (General Chemicals) Ltd, 
John Mackintosh & Sons, Ltd. 
MeVitie & Price, Ltd 
Mainsforth Colliery 
Mardon, Son & Hall 
Marks & Spencer, Ltd, 
Metal Box Co. Ltd. 
Monotype Corporation, Ltd 
Old Bleach Linen Co. Ltd. 
Ollerton Colliery 
Oxo, Ltd. 
Pressed Steel Co. Ltd. 
Rowntree & Co. Ltd. 
Royal Arsenal, Woolwich 
A. Sanderson & Sons, Ltd. 
Standard Telephone & Cables, Ltd. 
Tullis Russell & Co. Ltd, 
Whitrigg Colliery 
Wolseley -Motors, Ltd. 
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causing patches of high illumination under 
the lamps and very dark areas in between. 
This is a very unsatisfactory and danger- 
ous state of affairs, and is in opposition 
both to the Fifth Report and to all modern 
lighting practice. In these cases the 
blacking out of the windows should be 


done efficiently so that no light is visible 


from outside whatever the intensity of 
illumination in the factory interior. 


These Light Locks Are Essential 
At Some Points 


Light locks may be used advantageously 
in many situations in factories. It has been 
found quite frequently that light passing 
through ventilators may infringe black-out 
regulations. Light traps have been 
designed to overcome this difficulty, and 
types of traps for various standard ven- 
tilators are illustrated and described in 
the British Standard Specification B.S.1 
ARP. 31. From the study of the 
principles employed in these instances it is 
a simple matter to design efficient light 
traps for non-standard ventilators. 

Doors which open directly from a well- 
lighted interior into the gloom of the 
black-out are very dangerous from two 
points of view. Firstly, whenever the 
door is opened, black-out regulations are 
of necessity infringed, and secondly, the 
eyes of the person leaving the factory do 
not have time to get accustomed to the 
darkness and for several moments such a 
person is to all intents and purposes blind. 
Under these conditions serious accidents 
may occur. 

Light locks can be easily constructed to 
meet these conditions. The essential point 
about such locks is that all direct light 
must be shielded from the exit, the light 
which finally emerges having been subjec- 
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In this work- 
room the 
general lighting 
ts so effective 
and so well 
placed that even 
for fie, accu- 
rate. detail work 
no — auxiliary 
local lighting 1s 
required at any 
of the work- 
tables 


ted to at least two reflections from matt 
black surfaces. In order to give employ- 
ees leaving the building time to get accus- 
tomed to the dimness of the light outside, 
it is advisable that the lighting of passages 
leading to the exit doors should be of as 
low an intensity as is consistent with 
safety. ; In addition, this lighting may well 
be graded so that it falls off in intensity 


Here L5 a case 
where the 
general lighting 
need not be of 


such a high 
order as that 
shown above; 


but notice how 
high -effictency 
lighting is pro- 
vided at each 
machine by 
means of a 
widely adjust- 
able local light- 
unit 


as the exit door is approached. 
Difficulties have also arisen with the 
lighting of loading bays where it is 
essential that work should continue during 
black-out hours. Here again a simple 
form of light lock can be formed with 
heavy opaque material. The back of the 
lorry being loaded can then be lighted to 
an adequate intensity whilst the bay is 
blacked out by means of the body of the 
lorry and the material mentioned above. 


In this body- 
building and 
repair shop use 
is made of 
angle reflectors 
on walls in 
order to increase 
the amount of 
light on vertical 
surfaces 






Do Not Be Misled About 


“Quantity” Of Light 

The quantity of light alone is no 
criterion of the standard of a lighting 
installation and many other factors must 
be taken into account, It is not sufficiently 
realised that a large proportion of the 
light available for the illumination of a 
room is obtained by reflection from the 
walls and other fixtures. It is, therefore, 
very important that walls, ceilings and 
overhead structures should be painted with 
light and even gay colours. This will not 
only increase the value of the illumination 
obtained but will have a beneficial psych- 
ological effect on the operatives, The 
fittings also should be kept'clean—not a 
very difficult task—and the lamps should 
not be allowed to burn for longer than 
their efficient life. 

The three precautions above are im- 
portant in the maintenance of an efficient 
lighting installation, and will well repay 
the small amount of trouble and money 
expended. 

Every engineer responsible for the elec- 
trical installation in a factory would have 
meters to measure volts and amperes, and 





similarl¥ no one concerned with the main- 
tenance and installation of lighting should 
be without a lightmeter. These are readily 
available and direct readings of the light 
intensity in any part of a works can be 
made without practice or experience. 
Lightmeters are usually direct reading for 
tungsten lighting only, and factors are 
available for use when dealing with elec- 
tric discharge lighting. Readings taken 
at specific points, at intervals of perhaps a 
week, will readily indicate when reflectors 
are in need of cleaning, or lamps in need 
of changing. It is safe to say that no 
installation can be maintained in a satis- 
factory condition unless a lightmeter is 
readily available to the engineer in charge 
for the purposes indicated above. 

It seems to have been assumed that 
black material must of necessity be used 
for black-out purposes, but such is not the 
case. As long as the material used does 
not transmit light its interior surface may 
be of a light colour which will, of course, 
lead to better conditions in the works 
concerned. 


GLARE, Producer of Evye-Strain 
And Bad Work 


The subject of glare is given prominence 
in the official recommendations. It is not 
a difficult matter to solve the problem of 
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maximum 
output 


How to squeeze just a 
a little bit extra out of 
the same unexpandable plant 
. « » Please, that's not really 
YOUR problem, unless you 
are a planning expert. 

But it is a problem for Kardex, 
And results prove how well Kar- 
dex experts understand their job. 
Let them take the worry off your 
shoulders, find the way to put a 
big increase on your 
production, and very 
probably knock a tidy 
percentage off your 
costs. 


@ RADIO KARDEX. 
An interesting fire- 
side magazine sent 
free on request. 


Write for Stock and Planning leaf- 


lets Nos. 296 and 297; Kardex 
Visible Control Systems, 1, New 
Oxford Street, London, W.C.1. 


Telephone Chancery: 5888. 
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TAKE A TIP FROM 
THE FORCES 


Give non-shrink overalls to your workers 


EN who have to expand 

their chests, move fast, 
and be quick on the draw can't 
be hampered by overalls that 
shrink. The Navy, Army and 
Air Force recognize this. 

So cotton service dress and 
overalls issued to men in the 
Forces are made of cloth that is 
commercially shrunk to a speci- 
fied standard. This standard of 
resistance to shrinkage is a very 
high one. It corresponds closely 
to what has long been associated 
with ‘*‘Rigmel’’- Shrunk in 
civilian cloths. 

The diagrams below show the 
accuracy of " Rigmel" compared 


with many so-called shrunk 
cloths, and indicate its great 
reliability. 

Overalls that don't shrink 


in spite of repeated washings 
are as vital to the efficiency of 
your workers as they are to 
the men in the Forces, They're 
more comfortable, more hygienic, 
They don’t restrict movement. 
They look smarter and, of 
course, they wear considerably 
longer 

Why not see your suppliers 
about '* Rigmel "- Shrunk cloth? 
Ready-made protective clothing 
in * Rigmel"- Shrunk is also 
available from retail outlets. 


COMPARE THESE DIAGRAMS 


—— -eoe 


Fit ba 
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34 35 
Corton overall cloth that is ** Rizmel " -5 
shrink more than + inch in a yard. 


P PESCE 


44 55 
Some so-called 
“ouagranteed unshri ikable ” "overal clòt 
as much as 2 inches in f 


“shrunk” “fully-shrunk,”’ 
- 





“Rig mull Ji irunk 


GINE TESTED AGAINST SHRINKAGE 


ADVERTISEMENT OF 
LONDON 


THE BRADFORD DYERS’ ASSOCIATION, 
BRADFORD 


MANCHESTER 
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| DON'T TAKE 
=- -THE RISK 

: E. "of incomplete 

. Fire Insurance 








— When the firemen go home, the 

fire is all over for them, but the 
loss to you has only just begun. 
Unless you have Loss of Profits 
Insurance as well as a Fire 
Policy, you are only half insured, 
A post-card, or a phone call to 
- || our nearest Branch (there are 

— ]M| 180 of them) will bring you full 
e. Hl information on the subject. 


- i 11 
+ 
x a 
Se 
m 
" e 
a " 
g * b ^ 
A AA 
re | E - 
Vin = 
e » E 
P" .- e 
é af i a 
> - 
Jh m i. d 
le 
7 p ~ 


- ||| ACCIDENT FIRE AND LIFE 


"ASSURANCE CORPORATION, 
LIMITED 









Assets £21,000,000 


Chief Offices — 
General Buildings, Perth, Scotland 
General Bdgs.,Aldwych, London, W.C.2 
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“Factory & Works Seating 








— —- Immediate 


—- Delivery 
KP "m 


THE “KEMCLO” STOOL 
| i (Patents pending) 
E — '. as illustrated 13/- delivered; 
m ^ 17/6 with Back.Rest. 
—— “ALL METAL CONSTRUCTION 
CMM (except seat). 
— LOCKER COMPARTMENT UNDER 
. - SEAT (hinged to form cover). 


— *CAN BE CONSTRUCTED & MADE 
— . TO CUSTOMERS’ OWN HEIGHTS & 
E SUGGESTIONS, 


> 


_ "KEMCLO" Mftg. Co., 
_ 55, Netherwood St, London, N.W.6, 
“>. + MAlIda Vale 1331. 
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d glare- “any reflector. which com- 


plies with B.S.S. 232 is suitable, These 
reflectors are designed to give a cut-off 
from lamp glare at 70° from the vertical, 
and if used with the lamps for which they 
are designed the brightness of the reflec- 
ing surface is below the maximum allow- 
able brightness of 10 candles per square 
inch. We have stressed the importance of 
employing lamps of the size for which 
the reflectors are designed as we have 
come across many instances where glare 
has been caused by using lamps of a 
higher rating. 

Whilst lamps of too high a wattage will 
give rise to excessive glare, those of a 
lower rating will impair the efficiency of a 
fitting by altering its light distribution. 
The above can be summed up by saying 
that a fitting 1s most efficient when used 
with the lamp for which it is designed. 

Even correctly designed reflectors can 
give rise to direct glare if the% are not 
mounted sufficiently high, and for this 
reason a table of minimum mounting 


heights. has been suggested, These range’ 


from 8 ft. above floor level for 60 watt 
lamps, to 24 ft. above floor level for 1,500 
watt lamps, and cover electric discharge 
in addition to filament lamps. 

In certain instances the structural design 
of the building may make it uneconomic 
or impossible to mount the fittings at or 
above the minimum mounting heights 
which the report suggests. Under these 
circumstances frosted visors may be used 
in Conjunction with general lighting reflec- 
tors to reduce the brightness of the fitting 
to below 10 candles/square inch. 

There is yet a third method of reducing 
glare and this is by using lamps of the 
fluorescent type which have a low surface 
brightness of large area, In this connec- 
tion the Sieray Fluorescent Lamps are 
eminently suitable as their surface bright- 
ness is below the 10 candles per square 
inch mentioned above. The lamps can be 
viewed directly without the least impres- 
sion of glare, and no disconcerting after- 
image remains as happens when one looks 
directly at a tungsten filament or ordinary 
electric discharge lamp. 


How Local Lighting Takes Care 
‘Of Special Needs 


There are many instances where the 
type and standard of work _requires a 
higher intensity of illumination than can 
normally be provided by general lighting, 
and in these cases it is usual to provide 
the minimum permissible illumination of 
6 foot candles by means of the general 
lighting and to supplement this by local 
lighting. Care must be taken, however, 
that the contrast between the illumination 
of the work and the general illumination 
of the surrounding field of vision is not 
too great, as otherwise the eyes of the 
operative will be constantly subjected to 
strain. It is recommended, therefore, that 
the ratio of the intensities of local 
lighting to general lighting should never 
exceed 10: I, Thus, if for a specific task 
100 foot candles is needed, the general 
lighting should not be less than 10 foot 
candles. 

All local lighting points should be fitted 
with opaque shades, as a bare or inad- 
equately screened lamp is a very potent 
source of glare, Such a light will inevit- 
ably lead to eye-strain and often to 
serious accidents. Care should also be 
taken in the positioning of the reflectors 
so that the local lighting on one machine 


does not subject some other operative to 


serious glare. . 


Shadows are, of course, always poten- 
tial sources of danger, but a well designed 
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installation should not give 
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rise to 
shadows, In some instances, however, 
where there is a large amount of over- 
head belting and shaftirig, shadows may 
sometimes occur, and jn these circum- 
stances it is necessary to pay extra atten- 
tion to the correct siting of the lighting 
points and often to inelude additional 
fittings especially to obviate shadows. 


Sometimes It Is Necessary To Light 
Up the Ceiling 


It has often been found helpful from a 
psychological aspect to provide a certain 
amount of illumination on the ceiling in 
order to relieve the “tunnel effect,” which 
is otherwise obtained. There are, on the 
market, several excellent types of fittings 
which are designed to achieve this object 
and in the opinion of operators who have 
had experience of both systems of light- 
ing, the light which is used to illuminate 
the ceiling is well employed. 


Good Lighting Is Just As Important 
In Offices 


‘Whilst the report is chiefly concerned 
with lighting in factories it would 
obviously be inconsistent to allow poorly 
lighted offices to remain in conjunction 
with a well-lighted factory. The LE.S. 
code gives recommendations for office 
lighting which. range from 6-15 foot. 
candles and these values should be 
maintained, Drawing offices are of almost 
as great an importance as the factories 
themselves, and the great accuracy needed 
leads to a demand for high intensities 
of illumination, The figures recommended 





cover the range of from 25-50 foot 
candles. 
The Government Departments con- 


cerned, recently decided that the import- 
ance Of adequately lighted factories in the 
country’s was effort was such as to justify 
immediate attention being given to the 
problem. A central body of the electrical 
industry was established to deal with the 
matter, and it was decided that those 
factories which were working mainly on 
Government contracts should be dealt 
with first, Each of these “key” factories, 
therefore, received a letter from the 
appropriate Ministry requesting them to 
have their lighting checked by a com- 
petent engineer and, if necessary, to bring 
it into compliance with the standards laid 
down by the Illuminating Engineering 
Society. The services of a lighting 


engineer were made available to every 
factory through the céntral body which is 
known as the National Industrial Electric 





VENUS PENCILS are 
incomparably smooth and 
long lasting, their standard 
of quality never varies. 
MADE IN ENGLAND 


KNOWN THROUGHOUT THE 
WORL 
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With Dictograph Telephones installed the Chief 
Executive can communicate with any depart- 
ment direct — by a simple flick of a key. All 
departments can also communicate with one 
another, but executive calls get priority. auro- 
matically. A representative will gladly call to dis- 
cuss possibilities. Information, demonstration, 
survey, estimates orrental terms—free on request, 
Twenty-five years’ experience at your disposal. 
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Executive's Instrument 


DICTOGRAPH TELEPHONES 


Abbey House, Westminster 


A.R.P. Consult Dictograph on Telephone and Sound systems for A.R.P. and 
Music in Factories 


EITHER SIEMENS 


TUNGSTEN FILAMENT LAMPS 


"SIERAY ELECTRICAL DISCHARCE LAMPS 


“SIERAY-DUAL LAMPS 


WE OFFER THiS SERVICE WITHOUT ANY OBLIGATION 


Advt. of SIEMENS ELECTRIC LAMPS AND SUPPLIES LIMITED, 38/39 
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@ The back of the carbon paper is 
coated with a special preparation which 
gives it a GLOSSY WAXED SURFACE. 


@ it DOUBLES THE STRENGTH of 
the, carbon paper. Waxcraft carbons 
DO NOT "TREE" OR CREASE like 
ordinary carbon papers, 


@ It enables A MUCH HEAVIER 
COATING to he placed on the front 
of the sheet. 


Free samples and details from 
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FREE ADVICE we wi. capt 


SEND A LIGHTING ENGINEER TO ADVISE 
YOU ON A LIGHTING LAYOUT USING 
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Works at CROYDON and Branches a: GLASGOW, BIRMINGHAM, MANCHESTER, LEEDS, NEWCASTLE; 
BRISTOL, CARDIFF AND DUBLIN. 
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GLEDHILL-BROOK TIME RECORDERS LTD. 
Dept. 38, Empire Works, Huddersfield. 
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This Apparatus gives you oe 
PHOTOGRAPHIC COPIES 


OF ANY DOCUMENT, DRAWING, PRINT 


in a few minutes in your own Office 100%, British 


BLUE 





Manufacture 


NO DARK ROOM 
NO FOCUS 

NO SKILL 

SAVES CHECKING 
SAVES ERRORS 
SAVES TIME 
IDEAL FOR A.R.P. 


British Patent 
Foreign Pending 
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Ruthurstats are used by leading Banks, 
Insurance Companies, Engineering and 
Heavy Industries. As a general utility 
unit it is unsurpassed, but do not forget 
its immediate use for A.R.P., for copying 
those irreplaceable documents. 


The Ruthurstat Electro-Copyist 


Ful range of sizes from Office Models 
to 42in. X33 in. Engineering Models 


IO hours typing reduced to 30 minutes 


reduced to 2 weeks 


RUTHURSTAT LIMITED 


12-143 ASTOR HOUSE, ALDWYCH, LONDON, W.C.2 
HOLBORN 4737, 


Sole Manufacturers : 6 months tracing 





TYPEWRITERS FOR | 
| | NATIONAL SERVICE 
| 
| 


H.M. Stationery Office ask all 
owners of typewriters to offer 
for purchase any which they 
can spare. These are urgently 
| required for work of National 
| importance. Offers of machines 
| not more than 18 years old and 
in good working order should 


be made at once to :— 


Work flows 


and | The Director of Supplies (S3E) 


smoothly 
is finished on 


H.M. Stationery Office, 
Princes Street, S. W.1. 


State name of maker, model 
and whether you wish to sell 


or loan. 
ME 
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SW e ^H to Save 
TIME RECORDERS - SS Money 9 
Write for details of Equipment and Service: Weiss s wi d 


increase efficiency, and 

. organization and to save 
costs. A surprising 

5 number of economies ean 

be effected In the average concern, and yet 
efficiency can not only be maintained but 
quite often increased. We have books for you! 


| PITMAN’S BOOKS 
help YOU personally 
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The decision as to whether they should 
apply to the central body was léft to the 
factory executives themselves and they 
had three alternative courses open to them. 
Firstly, if there was a person in their 
employ who was competent to deal with 
the matter they could leave it in his hands 
to advise them what action was necessary, 
Alternatively, they could obtain the ser- 
vices of an illuminating engineer through 
their usual suppliers of lighting material 
or, as a third alternative, "they could 
request the central committee to arrange 
for a competent lighting engineer to sur- 
vey their lighting. All those sent by the 
National Industrial Electric Lighting 
Service to advise on factory lighting 
under this scheme have had considerable 
experience in factory lighting, and can be 
be relied upon to give impartial advice 
which is based on a wide knowledge of 
lighting problems, 


Facilities For Better Lighting Open 
To All Factories 





In addition to the foregoing scheme 
which applies to "controlled" factories, 
a general scheme for all factories with 
more than a specified number of employees 
and working more than 48 hours per week 
has been inaugurated under the auspices 
of the Ministry of Labour and National 
Service, following on the Fifth Report 
which recommends a minimum intensity 
of 6 foot candles, These factories can 
also apply to the National Industrial 
Electric Lighting Service for the services 
of a competent lighting engineer. 

The fact that the country is at war 
has led to one difficulty in the carrying 
out of the above schemes, namely, the 
possible shortage of raw materials for 
the manufacture of reflectors, conduit and 
other components necessary for an efficient 
lighting scheme, It has, therefore, been 
urged on all lighting engineers who are 
engaged on this work that they should 
bear this fact in mind when advising 
factory executives, and that every possi- 
ble use should be made of existing 
material whether in the form of reflec- 
tors or wiring; this is in many instances 
very difficult. 

With reflectors the matter resolves 
itself into two distinct problems (a) of a 
factory in which many different sizes of 
reflectors are used and (b) of a factory 
lighted mainly with one size of lamp. 
In the first instance, reflectors which 
have to be scrapped from one section 
of the factory may be usefully employed 
in some better other part. In the second 
instance, this is not possible and the 
decision will have to be made as to 
whether it will be better to replace all the 
existing reflectors with those suitable for 
higher wattage lamps, or to increase the 
number of reflectors so as to utilize the 
existing equipment. It is impossible to lay 
down any hard and fast rules for such 
cases and each should be treated on its 
own merits. 

With regard to wiring, it may often be 
that the existing cables, transformers, etc., 
are incapable of carrying any greater lead 
and yet the installation is below standard. 
In these circumstances the use of electric 
discharge lamps is often of great value, 
as by employing them the lighting intensity 
may be increased without any increase in 
the lighting load. Here again, the decision 
will have to be made as to whether it is 
more economical to employ discharge 
lamps with their higher initial cost or 
to rewire the building. Once more each 
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? Improved Lamps Need No 
Special Fittings 








! Sieray-Dual lamps have often proved of 


immense value in such cases as those 
mentioned above, The lamps can be. 


readily interchanged with tungsten fla- 
mént lamps with no alteration to the 
existing wiring as they are designed to 
operate without choke or condenser. As 
the light output of Sieray-Dual lamps is 
from 30 per cent. to 50 per cent. greater 
than that of similarly rated tungsten fila- 
ment lamps, it can readily be understood 
that they are invaluable where more light 
is- imperative and current consumption 
cannot be increased. : 

The importance which the Government 
are attaching to the question of factory 
lighting at the present moment indicates 
that they appreciate the vital part which 
lighting. plays in a modern factory, and 
that they are determined it shall play its 
part in the country's victory, We hope 
that this demand for improved lighting 
will not be merely a wartime measure 
but that it will be continued in the days 
of peace which we all hope are not far 
distant. 

By its close interest in the matter the 
Government has recognized the vital 
part played by lighting in the war-time 
production power of the nation, It is 
hoped that, when the war is over, industry 
will still further utilize the science of 
lighting as one of-the most effective 
instruments of economic management, 
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Urgent: Save 
More Waste Paper 


ANUFACTURERS in the fibre 

board and cardboard industries 

appeal to all executives who read 
the magazine to save more ‘waste’ 
paper. 

"Waste paper,” they urgently 
announce, "is now practically the only 
raw material available to manufac- 
turers of fibreboard, cardboard, etc., 
and on these materials in. turn depends 
almost the whole of the packing of the 
country's industrial output. Supplies 
of imported timber have been reduced 
to a fraction and are required for 
vital purposes. The imports of foreign 
fibreboard, cardboard, etc., have nearly 
ceased. 

"A vast quantity of board is being 
used in connection with munitions, 
either directly, or for packing them. 
In addition to this, the whole of the 
distribution of very many essential 
goods involves some form of packing, 
and to produce the board for this pur- 
pose, waste paper is required. 

“Owing to the restriction in the con- 
sumption of paper, there is less avail- 
able, and the quantities obtained from 
trade sources by waste paper merchants 
have fallen off very sadly. This means 
that not a scrap of what does remain 
should be wasted, and every factory, 
office, warehouse and shop throughout 
the country should, in the interests of 
industry as a: whole, co-operate in this 
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“OLD SCHOOL TIE” 
OUTLOOK? 





When the Power 
to SPEAK 


can free you! 


A recent controversy suggests that there 
are two types with an “Old School Tie” 
complex—those entitled to wear "The Tie" 
and who believe it can help them on in- 
life, and those-not entitled to wear it, and 
who believe that that must keep them 
back, BOTH ARE WRONG! 

For the road to success—in whatever 
sphere you choose, whether business, 
social life, factory work, or the Services— 
lies indisputably with your ability to 
SPEAK: not just to say words or what 
is in your mind, but the power to put your 
thoughts into that forceful or persuasive 
speech which alone cam help you to 
advance along the lines that you will, 
You may be able to wear the "Old School 
Tie” and yet find this one of the subjects. 
your high éducation didn't touch ; you may 
not have had the advantage of a Univer- 
sity education and stil win your way 
through to the really Big Things of 
Life! 


EFFECTIVE SPEECH 
is the KEY to SUCCESS 
IN EVERY CAREER! 


For the chances are that you yourself 
have the power of effettive speech in you, 
just as much as those orators and leaders 
in all walks of life who have secured their 
positions through that supreme confidence 
engendered by their knowledge of how . 
to use their words to best advantage, and ` 


how to play on the emotions of their» 





listeners, "vL 


Learn about the New and Easy Method 


Those who are progressing today, those who will conferences, meetings, lodges, clubs, ete. 

progress, men and women alike—in business or 70,000 men and women in al walks "of life— 
profession, in the Services or'the workshops—are tocluding business executives salesmen, clerk» 
those who have the initiative to free themselves have found in this remarkable book a key that 
from timidity, self-consciousness, embarrassment, has opened a veritable floodgate of natural 


"stage-fright." Everywhere, 


in every walk of speaking ability. It has revealed to them an 


life, you find the forceful speakers among the easy way to advancement in position and salary, 
leaders, among those who direct and control. personal power, prestige, and real success. 


A free book, entitled “How 
With Words,” explains how 


the ability to develop poise; personal 


to Work Wonders Thousands have accomplished such unusual things 
to acquire quickly through this simple, easy yet effective method. 
ity, and how You, too, can develop this power of speech— 


to banish timidity, self-consciousness, ‘‘stage- easily, quickly, surely. Send for the book at 


What this FREE Book 
will show You, 


How to address business 
meetings. 
to promote business 
through speech, 
to train your 
memory, 
to make the right 
impression. 
to propose and 
respond to toasts. 
How to make an 
announcement. 
How to write better 
letters. 
How to enlarge your 
v lary. 
How 2 develop self-con- 


dence, 
How to eso a winning 
t à 


y. 
How to overcome fear, 





fright" and lack of once. Don't let an "Old School Tie" complex 
confidence; how to hold you back a day longer. Your copy is waiting 
put your case con- for you. No cost—no obligation. 

vincingly, and how Simply post the coupon NOW, 
to address business 


THE SPEAKERS’ CLUB, PSYCHOLOGY 


PUBLISHING CO. LTD. (Dept. B/ES23, 
Psychology House, Swinton, Manchester, 4 


This Amazing Book FREE 
Post Coupon NOW 
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THE SPEAKERS' CLUB, PSYCHOLOGY 
PUBLISHING CO. LTD. 


(Dept. B/ES23). Psychology House, Swinton, 
Manchester. 


Please send me FREE and without any obligation a copy of your 
inspiring book “How to Work Wonders With Words.” 
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Keeping Up to Date with 
|. War Legislation 


INCE the war began. there has been 

' an enormous output by Parliament 
and Departments of State Acts, Rules 
and Regulations which affect every 
person and business. | 
"he difficulty of keeping up with 
introductions is immense, im 
impossible for the atag business 
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separate volumes at 
3 | ctively, ` 
dic loose- leaf parts are. cd at 
-per part, post free. 

r] peice set out the full. text 
ph: posed sir nates - 













ud he ie are ; Hamish Hamiltoni 
(Law Books) Ltd., 90 Gt. Russell Street, 
| e. [ac ME 



















RATE—2/6 a tine (average. 1 words to a line). 
- Minimum 3 lines costing 7/6; each additional line. 
or | part of a line 2/6. Box No. counts as one line - 
nd is to be paid for; replies are forwarded free 
charge; AJ discount for 3. insertions, 5 5°, for 
; Payment, witi | order for single 
x Display panels: 98/- per single column 
. Dis vints as above. Special rate for 


2. : 
















$ "Ex Government and 
D OFFICE FURNITURE, ‘Ine, 
í C | DESKS, CARD INDEX | 
CABINETS, ETU i ‘@abinets, NEW AND 
BECONDHAND;- AT LOWRAT PRICES. -WRITE FOR 
OATALOGUS,. TRA MISCELLANEOUS TRADING CO. 

















Modern “Dictograph. 
Ly and keys for 
With b atteries, eables and all 
yr installation. What offers? Box 


as, Whitefriars Houwe, Talis Street, 


Phone. 
4 suo-stations 


E.O.4. 
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, BUSINESS, Whitefriars House, Talis | 


| industry by 





Y Street, London, 
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3 insertions for the 1 


TD. iiid Hier HOLBORN, W. C. t HOLBORN 4894. E 


Master ; 
extensions ` 
essentials | 
520, | 


ghs Accounting Machine for Saie, Late Mode! : 





h PA to ao 
the urgent aes for handing all waste 
paper to the collecting authorities? > 


— ORE 


You Should Know About These Books 


Your Fire Watching 
Obligations 


CCUPIERS of business premises 
are bound to make arrangements 
for. fire watching: workers in business 
premises are bound to take turns. of 
duty at their places of employment. 
But these seemingly simple orders 
involve all manner of complications and 
apparent difficulties both. for employer 
and employee. ` TEE 






F i 





A neat booklet, y a 
barrister-at-law explains othe exact 
nature of your obligations, in clear non- 


legal language. T he title is Fi ire Watch- 


ing, the. "author John Burke, and the 


price is sixpence plus 23d. postage, from | 


Hamish Hamilton Ltd., 90. 6t. Russell 
W.CA. s 


What's the Purelise 










and so. ‘on “nave had to 


at en tern rennin emer repli PR m a et ar mi 


| TIME RECORDERS 





i | Staff Time Checking and Job Costing Time 

| Recorders (all makes} for quick cash sale, exceptional 

:  condition.—Write “WBetareol,” Box 345, Bonten, 
; Whiteiriars House, Tallis Street, E.0.4 






It's the least]: 


you can do~}: 


FOR THE WOUNDED 


start a ‘Penny-a-week’ scheme where you work, 
Send a postcard to the Lord Mayor of London, 


Mansion House, E.C.4, for full details. 


of this announcement. 


se help i 


-purel 
beer Qu ERN 








Bed Cross thanks this Journal for the free gift 































n jos vety man he 
majority of transactions are between 
fairly narrow me TESS, this i : 





loose hedisi SO hate users can | mount. the- 
sheets most.used on cards for easier 
handling. The sheets are of substantial 
paper, matt-surface on the backs to. 
take adhesive and varnished on the = 
fronts to ensure hard wear. 

The sheets provide for a tax of 33376 
and 1635 net, also for cash discounts | 
of TON 24%, 38%, 5 Sa, 64% and 73%, The | 
title of this publication in the Purchase 
Tax Calculator, by E. J. Simmonds; the 
price is ls, 6d. from Geo. Routledge. &. 
Sons Ltd., Broadway House, 68- 74, 
Carter Lane, London, E.C.4. | 








E ‘amily. 


Allowance Plan | 


Continued from page 19° 


at the Personnel Department each: 
. week on Thursd rening. s 
11; The Company hope to continue the. 
. scheme for the duration of the war 
. but reserve the right to discontinue 
ot. amend the scheme without 
notice: "They also reserve the right 
to.decide to whom the Allowances: 
shall be paid and to refuse pay- 
payment where, in their opinion, 
this action 1s justified. 
2. Application Forms are obtainable ' 
from the Personnel Department. 
In common with many progressive. 
executives, we feel that methods suci 

















Jas this go. as far as possible to assist 


valuable. employees to carry the burden 
of increasing economic pressure while 
at the-same time avoiding the worst 
|dangers. of inflation 
` We believe that he. 






: greatest. asset 













force | of trained: pe ee 
that force | as intact ; É 





| every- managemen ; 
aim-—especially now.. 
be achieved unless. between 



















A tubular und container. 5 5 ft. long, wit “met 

scoop. Does everything that can be done with 

buckets, scoops and rakes, and does it .. 

{ better,- Can be hung anywhere to. say 
floor space,  "Equally suitable 

for factory x or offic e, ! 
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TX TA. L TYPE Ein 
|A-W ENS MAKES OF ~ 

: " -3 

Cash Registers, Coin Changers, Wage Payers, Cashiers, Calculators, Time Recorders, 

and All Business Appliances, Adding Machines and Duplicators HIRED AND REPAIRED 


, SAVE TIME—HIRE AN ADDER FOR STOCKTAKING P. 
ADDOGRAPH ~= ^ 


























^ Af THE ^a 2 
À . - 
The Simplest Portable EU) NO-MORE "IN "QUARTER. 
Adding, Listing Er ie | ERROR IME d A 
Machine E | LINE GUIDE Z 
p ID HOLDER busy office, no torn p 
4 Delightful EG 4 saves the £2 ipee D ^ 
I. LJ typist's time 
Ki and your 


notepaper. 
Tap the lever 
and the line 
guide moves 
down. 
Price, as 
illustrated, 
30/-, 
And cheaper 
model,  21/., 














of 8 col. to add from à. to £0,099 19. 1d. THIN EDGE ERASER 
col. to a rom id. to £99,999 19s, 114d. Acts like propeller pencil, always clean and 
E pee fen Maa cried Moi qa sharp edged. Best quality nickel plated, 2/ 


2 l i "d 
ja > No Modern Office can afford to be without one. oe eae tener pated, 1/2 


Refills 1/6 per dozen. $ 


ROTARY CALCULATO 1 Rs 
Error PAID _ Ps» "' SPECIAL OFFER E 
or alt makes o : a — 4 3 For all calculations. NEARLY NEW 

OFFICE MACHINERY: 10966 Multiplies, divides, i edger P , Book 'keepi 
ADDERS Le ep adds and subtracts and Acton dm Machina 
, 


H = wa ! in 1/10th time taken | Loose Fanfolds, or Book 
_ | CALCULATORS, s te we mn. | Weitere, with pedir 
-— || CASHIERS, 


g of 
ric 
|| ADDRESSERS, : 
| DUPLICATORS, 
| TYPEWRITERS, 
|| STEEL FURNITURE 
and SAFES. | 


ELIMINATE LOSS 
T" AND 


1 





makes, at bargain 


MO MORE ERRORS—JUST USE 
METER 











THE GUARANTEED ADDO 
Rapid Automatic Addition and Subtraction. 
Rests flat on the books. For English and 
Foreign money. Decimal or Ordinary Figures 

and Feet and Inches, etc, 
r FOR POCKET 
OR DESK 
So Simple Any- 
one can use | 


Jin Plush-lined, 
rJ ducold case, 






\ " 





A 2 Size. 
FRAUD BY USING USE ORDINARY STAMPS & TS TEE 
Is, 
A "SAFE RD” 
sape og SAVE 805; IN POSTING TIME | post free, 
ES And let your business-getting letters look When ordering state for what purpose required. 
CHEQUE like personal letters with actual postage Also a cheaper pocket Adder for ordinary figures 
PROTECTOR stamps by using the TAPPIT stamp affixer. 






Cheaper and quicker than a post marker, all 
stamps fixed, checked and counted in one 
operation. British made-and guaranteed. 
Price £6 68. 


ind Indian money, in case. 30/. post free. 






l ‘Used by leading Banks and firms, Do you realize 
that an altered cheque is your own liability— 
- Great Bargain £10 10s, each. 
All makes of Cheque Writers at 
|| half usual prices. Ask for list. 





















Fire-resisting and 2 S 

Vermin-proof Steel == 

Office Cupboards, 

finished art green, TAPpiT pie! b. 
cate keys. raa 


LETTER TRAY SET 
6 ft. high, 2 ft. | A big aid to- 





















AUTOMATIC SELF-SEALINC GUM. S 
MING PENCIL, Very useful for desk, |l , 
applies liquid m to papers. 1/6, W 
post free, Similar Article in Rubber 
to apply moisture to stamps and 





wide, 18 in. deep, an tcleney: pL M gummed "e a DRM etc., 
" as illustrated. dap E — ci BARGAINS in FILING CABINETS 


„a -— = 
Other sizes in stock, | interchangeable, —— =S 













i ZAS PRESERVE x 
WG: my Qu YOUR LETTERS 
PRICES ON pp A? Pgh desk TEM r 
quite clear. ~ RP Ree) and Recordsa 
APPLICATION, xDD = from dust and 





fire by using our 
Essential for stor- y ) 










ing Books, Papers, Number of Trays per Set. Complete with post m 
Box Files. Letter | Material of Trays. 4 Trays 3 Trays 2 Trays and A px wall STEEL EASY 
IT desk, 
Trays. Light or Dark Oak A + 1. ternal RUNNING 
pproximate intern 
Other Furniture | Real Mahogany APPL LORY Ou. dimensions of trays | FILING 
equally cheap, Steel, Fshd, Art Green 13} X94 X921 inches. CABINETS, 
|} Phone: Holborn 3793, or write TEMPORARY TYPISTS SENT OUT. z 


London, W.C.2,7—— 
4 
, " à » , JiSe- " 


“=TAYLORS TYPEWRITER MARKET "Sene LANE (Holborn End), 
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INTERIOR OF A LAING FACTORY} 


A section of the cork and rubber mixing department at the Elstree 


- 
WIL 


CHOICE SITES ON ARTERIAL ROADS 


6 to 11 MILES FROM CHARING CROSS 


BARNET BY-PASS - QUEENSBURY 
STANMORE ^ 2 EDGWARE 


Warehouse Space, Workshops and Offices Ready for Occupation 


Apply to any leading Factory Agent or to the Owners :— 


LONDON, N.W.7 (Estabiished 1848) Phone: MILL HILL 3242 (9 lines) 


h 
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Rescue Parties 
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One Machine does the work of Two 


Continuous Form Billing in addition to regular typing 





TAKE A TIP FROM 


THE FORCES 


Give non-shrink overalls to your workers 


Ta EN who have to expand with many so-called shrunk 
] their chests, move fast,  cloths, and indicate its great 
~ and be quick on the draw can't reliability. INCENDIARY BOMB 
_ be hampered by overalls that Overalls that don't shrink 


p 
i 
Ne 


COMPARE THESE DIAGRAMS 





Shrink. The Navy, Army and 
Air Force recognize this. 
So cotton service dress and 


overalls issued to men in the 


Forces are made of cloth that is 
commercially shrunk to a speci- 
fied standard. This standard of 
resistance to shrinkage is a very 
high one. It corresponds closely 
to what has long been associated 
with *Rigmel"- Shrunk in 
civilian cloths. 

The diagrams below show the 
accuracy of “ Rigmel" compared 


34 35 


Cotton overall cloth thar is ** Rigmel "Shrunk rcon' t 
shrink more than a fraction of an inc hina vard. 


Some so-called 


as much as 2 inches in a yard. 


Rigmel - Ji 


* fully-shrunk," and 
“guaranteed unshrinkable "' overall cloths shrink by 


in spite of repeated washings 
are as vital to the efficiency of 
your workers as they are to 
the men in the Forces. They're 
more comfortable, more hygienic. 
They don't restrict movement. 
They look smarter and, of 
course, they wear considerably 
longer. 

Why not see your suppliers 
about “ Rigmel "- Shrunk cloth ? 
Ready-made protective clothing 
in *Rigmel"- Shrunk is also 
available from retail outlets. 











Your typewriter actually does the work of two machines 
when used with "'Fanfold" Continuous Form Adapter, 
hecause the many time and money-saving methods of the 
Continuous Form Billing Machine are added to all! the 
advantages of regular typiny. 


"Fanfold" Continuous Forms typed over our Attachment 
effect savings in Billing time and costs, ranging from 17%, 
to 78%, without affecting the operation of the typewriter 
for regular correspondence and other purposes. 


"Fanfold" Adapter places no strain whatever upon the 
typewriter carriage; because of the very simplicity of con- 
struction and operation there is nothing to get out of 
order, 





"A^DE wane 


NORTH CIRCULAR ROAD, LONDON, N.W.2 


Telephone : GLAdstone 5477, 3 lines) 


Ue Woodhouse 








FAR 





trn No more worrying about Incendiary Bombs, Here's a simple 
and rapid extinguishing of the fires they cause, Simple to 
operate, and safe for the operators. Fifty gallons of water easily 
transportable and at your service instantly with two Home Office Stirrup 
Pumps fitted, The Woodhouse Pyramid Attachment can be fitted if 
desired for controlling the bomb. 
Write for full details now of this and also 
of cur sand-container, scoop and rake outfits. 
Are you interested in FIRST AID HAVERSACKS AND POUCHES. |f so 
write for details now. 


OODHOUSF 
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i REGD GEE PRODUCTS LIMITED NENNEN 

li LAUNDRY TESTED AGAINST SHRINKAGE Registered Office: 202 BROADWAY, CRICKLEWOOD, LONDON, N.W.2. 
Telephone: GLAdstone 6695. 


LONDON - 


ADVERTISEMENT OF THE BRADFORD DYERS' ASSOCIATION, LTD. 
. BRADFORD 
Present Manchester address : SHIP CANAL HOUSE 


MANCHESTER 


Works: 108 CRICKLEWOOD LANE, LONDON, N.W.2. 


D.H.B. 
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The Government are taking powers to compel everybody to bear his share in the 
Empire's battle. At any moment your staff may be drastically reduced by 


call up.” How will you carry on? Carry on you' must if the 











war is to be won 






There is only one way, Every individual on the staff you are allowed to re 
yourself included, must do more work. Naturally you are all working h 
is. But you can do more with the aid o£ the dictating machine. 










The Dictaphone saves so much time that it enables everyone, executives and staf 
alike, to do more work. The saving of time is its secret, It cuts out delays, give 
better control, saves every executive an hour a day at least. And so it speeds u 
* work all round. l s 


















That is its great contribution to the Battle of the Empire. lt is the rel 
Of waste of time and waste of effort. it helps to make every minute 
Moreover The DICTAPHONE saves mone 





















(Regd. Trade Mark) 





Fi ll in an d Pos t Coi ip on NOW . The Dictaphone method is notable for its convenience 
T simplicity and ease- of operation. You can master its 
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] operation in a very few minutes and you will instantly 





THE DICTAPHONE CO, LTD, . 














| appreciate its time and labour saving qualities, 
Dept. H., Kingsway House, Kingsway, W. C2. PP j i MN i n * KE 
» Get to know The Dictaphone. Call, write or phone for free co 
Please send full details of the “DicrapHone : 
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METHOD” to* Office Methods and Practice 
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| (Thomas Dixon, Managing Director), 
Address 
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Dept. H., Kingsway House, Kingsway, London, 
Telephone: HOLborn 4161 (five 


a 





Also at MANCHESTER: 8 Deansgate. Deansgate 4483/24, BIRMINGHAM: 321 Broad Street, — Midland 2245/8. GLASGOW: 3 
BRISTOL: 131 Clifton Hill, Clifton, Bristol 93918. LIVERPOOL: 157 The Albiny. Central 1343. LEEDS: Albion Pliage, .- 
NE: Royal ‘Buildings, Bigg Market. Newcastle 21271, DUBLIN: Raleigh Chambers, Lower My Birect. Dublin 72811/2. 


7 Bedford Street. Belfast 29764, —— 


2 








ie Roneo Neopost system cuts insurance stamps rig 








out, and ends the risk of loss on these valuable bits of 





aper. The system keeps a permanent record of 






penditure and eliminates all of the many troubles 


ected with insurance stamps. No more stamps to 






we bought, safeguard ied and stuck on. It saves labour 










for one junior with no previous experience can 
ial with. 1,000 cards an hour. 






Write fr descriptive booklet of 
this system, which is approved by 
Ministries of Health and Labour. 
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“We can assure you that we are taking 
orders in rotation, although to you there 
may appear breaks in the sequence. But 
then War Production is often a matter of 
Patience. Government contracts are 
today compelling us to concentrate our 
major efforts on PRI ORITY orders of 
National importance. 

















Forgive us if we revoke r 
and please accept our promise .tha 

will deliver your requireme of EVER- 
TAUT STEEL OFFICE AND WORKS 
SEATING AND STEEL STORAGE EQUIP- 
MENT at the earliest possible moment. > 


.. EVERTAUT 


~u LIMITED =- 


(Proprisors: J. B. Brooks & Co, LS 


WALSALL RD., PERRY BARR, BIRMINGHAM, 22 5 
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wai ng with Shinsosrinbccidhe latest time 

jur-saving filing system. Full vision, flat- 
s, suspended by hangers from a steel 
pinandout at a touch. Eye compelling 
' Hines on folder tops preserve Folders slip out easily 
uence, making misfiling impossible, whether fully loaded or 
and io ation instantaneous. empty; no stuffing ar 
pulling, cramming or 
wedging; no riding up 
or slipping under out of 

sight, 
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AND PRODUCTION 
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CONSO 1 Shelters 
for FIRE WATCHERS 


SECTIONAL SHELTERS SUPPLIED 
FOR NARROW ROOF EX/TS 


WRITE FOR CATALOGUE N9 8.852 


CONSTRUCTORS 


NICKEL WORKS ERDINGTON 
BIRMINGHAM. 24 
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Where W AGES are paid direct to the MB 
employee, or previously placed into envelopes, 
tins or other pay receptacles the B RA NDT 1 
is of great value. You press one ke A. 

whether it is for 1d. or 9s. 114d. and it is d bd 

immediately. d 

Free Booklet “A Paying Concern" from ^ E 

BRANDT AUTOMATIC CASHIER CO. LTD. * 

JU 


41 FURNIVAL STREET, LONDON, E.C.4, 
Telephone ; Hol. 2179. 
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lechanise your Multiple- 
Elimination of handling carbons Recording for 
and complete concentration of GREATER OUTPUT 


effort will speed up output 


The Egry Tru-Pak Register is virtually a mechanised 


° Manifold Book. 
where multiple records are a | 
At one writing and with one turn of the handle the 


required. pada set is discharge ram the TDI and a fresh 

set is brought into position on the writing table ready 
for instant use without handling the stationery. One ' 
or more complete copies of the issued forms are kept 
locked away in the Register in easy reference book 
form. The Register is available in various sizes for 
various purposes. 
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M All Models with the exception of portables can be mounted on cash tills. 
..— EGRY LTD., WARPLE WAY, ACTON, LONDON, W.3. sue g D ies egyem a CTS, London. 
CE 








SUPPLIES wiLL DEFINITELY BE 
LIMITED... . PLAN YOUR 











iE: 1942 PUBLICITY NOW 

* "SYSTEM" DESK 
i CALENDARS 

2 | Give YOU prominent publicity all 
or | the year round throughout 1942. 
AS | YOUR business announcement will 
ie appear on each Daily Sheet. Your 
i name, your goods or service will 
sg be in front of your customers or 


prospective customers every hour 
of every working day. 


CONNECTING 





ZTS 



















i Useful and practical, In constant 

ie | daily use, noting appointments, 

i "t T things to be done and so on. 

A n - we | raf " > , 

ne k f m ( ) tput E E ie Referred to throughout the day. 

A Lin or Maximut u : A "System" Calendar is a necessity to every business man. 

— When the smooth flow of production changes to a series of EFFECTIVE and CONTINUOUS PUBLICITY at a 

= jerks... that's the time to call in brine vn And no remarkably low price. 

shame about it either—for business planning is a business in : 

b itself. Many of the largest factories in the country, with the most Without Obligation, Post This Coupon Now 

— important jobs on hand, are relying on —À — á€— M — 

(s -Kardex systems to keep production up For Particulars and Quotations. 

n E and costs down. Won't you ask per ge PRECII PD faze ap VD m go m yr P D D D e's 

Ux Kardex to check over your difficulties? I To SHAW PUBLISHING Co., Ltd., i 

? a ! - 7, Carmelite Street, London, E.C.4. ! 

r ! Without incurring any obligation I would like to have i 

fe Write for Stock i your quotation for ............... System Desk Calendars I 

E and Planning leaf- S i for advertising purposes. 

"a^ lets Nos. 298 and ~ " | 

M 299; Kardex Visible ; E. Name oux uade siae dep ROD eI Co qa ect buds Te E E E sod Vo cavas i 

TM Control Systems, 1, New Oxford @ RADIO KARDEX. An ee 1 i 

, Street, London, W.C.1. Telephone interesting fireside maga- (d RE ER PPE OA IA duel aeo ay io oen BUS se RENE oqo ONS. eis tape i d bot) cien dca 
Chancery: 8888. zine will be sent free to all P UC. B.A. t I 
who write to this address. | —— M Á — MÀ — — m HÀ e — — —e€ — — — € — — )— — a ar an T lx 
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that there is no weak link in the chain of your organisational routine ? 


- You have several departments each of which have methods or systems . 

_ Which involve clerical labour and executive oversight. Are y 

methods separate entities or do they constitute a co-ordinate 
whole which produces more or less automatically all the vital 
| facilities for Scientific Management Control? 
































If you've any problem connected with either the efficient organ- 
_isation of one department or the co-ordination of met rods 
throughout a complete industrial concern :— | l 
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Let us Co-operate with you 


We are specialists in the planned application of devised methods 
to the intimate detailed requirements of each department and our 
range of interests cover methods for the effective control of Pur- 
chases, Stores, Production, Costs and Accounts ; our products 
include a large range of Machine Posting Equipment, Visible Record 
Cabinets and Books, Punched Card Systems, Loose 
Leaf (in all its forms), Continuous Stationery and Mani- 
fold Sets and forms (of all kinds), Fire Protection Files 
and Cabinets, etc. Our service extends over Great 











w ar Industries. 


RE ARE THE FOUR VITAL POINTS LAID DOWN BY 
HE MINISTRY OF LABOUR. 


. Skilled. men are needed for the wai skilled jobs. 
Be sure that each of your men is employed up to the very 
limit. of his skill. Combat skilled labour shortage by 
breaking: down processes wherever you can, and by training 
up your. workpeople, men and women, to jobs of greater 


chémes must be developed to the greatest 


J pa your own works. Remember that the 
t will help you with semi-skilled men and 
t trained under official schemes. 


pare, now, to employ more and more women. 
onstantly to women for your new ‘recruits: they are 
ntly suited to many types of semi-skilled. work. 
ds of thousands must enter war production this 
ar and every factory must play its part. 


Efficient | personnel management is essential. 
ernember that you must secure the whole-hearted co- 
peration of your workpeople. Look closely to their 
welfare. Many of them may be new to industry: be 
patient and help them all you can during the first difficult 
weeks. A little foresight will reduce your labour turnover. 








"fake in more new workers for training | 


MNILISE FOR 


iA 






























i dcast speech, Mr. Ernest Bevin, Minister of Labour and National Sevi: se cg 
rgent was the need for more workers — especially women — in Great Britain's 
Employers who are playing their part in the drive for greater and still 


i greater war ‘production will find this 4- point plan a sure guide. 


THE MINISTRY OF LABOUR AND NATIONAL SERVICE 
HAS DISTRIBUTED A GUIDE TO THE EMPLOYMENT 
AND WELFARE OF WOMEN: WORKERS. EVERY RE- 
SPONSIBLE EXECUTIVE—WHETHER HE BE EMPLOYER 
OR MANAGER—MUST. INSIST ON SEEING IT. 


You should make a sail point of reading the new booklet 
«THE EMPLOYMENT OF WOMEN. . SUGGESTIONS 
TO EMPLOYERS." Problems created by the increasing influx 
of new women workers into war factories are dealt with clearly 

_ concisely ; and the suggestions contained in the booklet will 
be of interest and great value to YOU! If you have not yet 
received your copy, instruct your secretary to write for one 
TO-DAY, to the local Employment Exchange, asking for 
pamphlet P.L. 87/1941. : 


These are the contents in tho Booklet : 


| Appointment of a Woman 4 Interviewing of candidates. 
Per. sonnel Officer. 5 On engagement. 
2 Functions of a Woman 6 On reporting for duty. 


Personnel Officer. 7 Curing fi ho 
2 Uring rst mont 9 
3 Consultations preparatory ppablconeni. i 


to the introduction of edi 
Women. ring hours. 

























l. Progress Report 


OME business men are stil! re- 
overing from the shock of concen- 
ration. For those upon whom the axe 
fall, there can be nothing but sym- 
hy. But it is absurd to suggest that tlie 
me is premature or 

Ac ually it 1s twelve months overdue, 

In the industries concerned sometimes 

9/e—8RO/s of the firms are working at 

nything from 25%—80% of capacity. The 
onsequent rise in overhead charges is 

-out of all reason, the waste in man power 

criminal, 

In some of the industries neither on 
war work nor in the export trade, such as 
cosmetics and electral plating, there is no 
other means of saving four-fifths of the 
concerns from a lingering death, : 

.. .'Fhe need is only less urgent in indus- 
tries like the jewellery trade where export 
business is taking up some of the slack. 

.. It may prove illusory in industries working 
"both for the. Ministries and for export, 

such as the shoe industry. 
= Yet that industry is also due to fall 
under the Concentrations axe. in due 

course, So will others affected by the 
controls of the Ministry of Supply, such 











ue 








as the Timber Control and the Paper 


Control. Personally 1 doubt whether much 
will be possible in the shoe industry. There 
are few shoe factories not working full 
time to-day, 


| Every Factory to Work to Capacity— 
May Mean Double Shift 


While there may be exceptions like this, 
generally speaking every industry con- 
cerned will be concentrated until the 
“factories still in use are operated to 
. capacity, And "capacity" may mean a 
double shift. | 
From the practical point of view it is 
useless to kick against the pricks, For the 
Ministry of Supply controls most materials 
and the Ministry of Labour completely 
controls labour, so tha! m determined 
to stay out of the. s e at all costs 
. would presumably find itself without either 
materials or workmen in the long run. 
The scheme is moving ahead faster than 
many people realise, Although no certif- 
cates have yet been issued, dozens of 
arrangemente schemes for concentration 
are already before the officials concerned. 
One third.of these schemes come from 
the hosiery trade, with the leather trade 
second and cosmetics a good third. 
Obviously, action has. been most rapid in 
‘the industries hardest hit by-the Limi- 



























unnecessary, 


; tation of panels Orders and the Purchase E 


Of Industry 


* Whether your industry b é 
essential, you are vitally affect 


ment’s revolutionary scheme for sa 


machine power. 
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to T. quicker action. 


* Half-a-dozen urgent 
authoratively and finally. 


* Mr. Chisholm shows the changes in ro 
practice which may be found necessary 


questions 
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scheme where private patents are impor rant 


By Cecil Chisholm ul 


So far the cotton industry has moved 
farthest on the path to concentration. For 
here the Cotton Board acts as a ready- 
made B.O.T. Commission on the spot, In 
one week of March, 80 spinning mills 
were closed down, and hundreds of others 
will follow suit. 

The preliminary meetings for explana- 
tions of the scheme from the B.O.T. 
officials, for association action, etc, have 
taken place in the cotton, carpet, combs, 
corsets, cutlery, floor covering (other than 
carpets), blown glass, gloves, hosiery, 
jewellery and plate, leather, lace and 
embroidery, plastics, perfumery and cos- 
metics, photography, piano, pottery, sports 
goods ‘and fountain pen industries. 


2. How the Scheme Works | 


The, urgent necessity for Government 
action an denies, What can 
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efficiently as 

























rapidity and 
which the aa: € 
taking place. Firms in. thes 
can now be divided into :— 
(a) Nucleus firms. —. 
(b) Firms hoping to gu 
concerns by: absorbing one of ty 
houses. | 
(c) The firms absorbed. a 
It is the latter who hay 
fear and relatively so little to 
ever, when the only ultimate 
will be to close down... 
Perhaps the pottery. tr 
o against the 3 
there have been reb 
C osmetic industries 
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smaller 

















schemes 
| Frade Association 
a clearing house for the necessary 







concentration are 


: Oluntary. The“ 
















es of private negotiations, It deals 
ly with the Industrial and Export 
ci. Even this negative work of the 
e Associations involves difficulty with 
ndividualists. For any independent 
n not a member of its Trade Associa- 
-ean make its own arrangements and 
i& them direct to the Board of Trade 
se officials will deal with them 
ially. 

ome of the pottery firms complain (I 
k with justice), that large concerns not 
ie Association are making separate 
behind their backs, Personally I 
hat the latitude given to the indivi- 
st firms was a mistake. It is impos- 
o handle a scheme affecting every 
j|] of an industry except through a 
al organisation. Even the individua- 
omes into line in a blitz and helps 
ompetitor out. Why not now? In 
time they can return to the profit- 
lonely furrow, 

this case the rebels multiply the work 
jvertaxed Government officials. Worse, 
© throw grit into the wheels of the 
de Associations trying to do a good 
and for no valid reason. 

ave never yet known an independant 
our own industsy that did not take 
y possible advantage of its Associa- 
work, cutely aware that it was 
ng.no contribution of money, energy 
me towards the common causes of 
stry, One hopes that the Board of 
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are so resolutely 


THE SIMPLIFICATION BER 


ADVANTAGES CLAIMED FOR MANUFACTURER l 
GEERT ORGS ^. ~~ 


t. Raw materiai 
2. Semi-finished stock 
finished stock 
Jigs, dies, special machinery, etc. 
Fieor space 
. Repair parts 


ADVANTAGES CLAIMED FOR RETAILER 





=] Quicker and more reliable deliveries f 


Stock 
2. Repair parts 
(3. Floor space 





planted in the Victorian 
era. MET 
There are a number of ways in which 
the concentration 1s being worked out, In 
the cosmetics industry Tokalon offer two 
alternative methods of co-operation. They 
are prepared to trade with manufacturers 
on a quota purchase arrangement. for the 
duration. of the war, but subject to six 
months’ notice on either side. 

Or they will manufacture and distribute 
on a royalty basis. : 

Tokalon are prepared to disclose their 
actual cost of production to those con- 


sidering such a contract. They undertake. 


further that directorate or executive costs 


wil not be increased to the detriment of 


the cost of production for contracts made. 
They wil give no priority to production 


of their own brands, as against those of 


the firms for whom they are working. 

This seems to be à reasonable scheme 
with a fair chance of acceptance. by the 
smaller concerns. 

Captain Lyttleton asks the nucleus firm 
tc "manuíacture at cost" for the firms 
temporarily absorbed. How is this done? 
Not, to allow a small profit margin “a 
turn, will be to shoulder a loss on the 
job, as every junior knows, ] 

lhe pages of the Leicester newspapers 
contained two or three offers "to manu- 
facture for others" in every edition when 
I was up there the other day. It is true 
that the smaller concerns have not been 
very eager to accept such offers, But on 
the whole, progress has probably been 
more rapid than in other industries. There 
is a reason for this. Some sections of the 
hosiery trade are working as low as 40% 
of normal production, while few of 
them are reaching anything like 70^» of 
normal, There is, therefore, every incen- 
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he hosiery industry to complete 
its concentration first, probably within a 
couple of months; the pottery industry 
to follow, with cosmetics a good third and 
cutlery the fourth at the post. 


3. Six Burning Questions 
. Answered 


1. Maintenance charges are for private 
agreement, | "t 
Gradually some of the most important 
questions are being cleared up.- There 
was no clear statement, for instance, as 
to who would be responsible for main- 
taining the closed-down factory and plant 
in condition, Now I am told that this 
is a matter entirely for agreement between 
the parties. | 


2. Absorbed firm keeps a (reduced) 





Sales Force 


It is also clear that the absorbed firm 
is allowed to keep its own sales force. 
in fact, it becomes a sales organisation 
instead of a complete manufacturing and 
selling outfit. | 

3. Absorbed premises may be let to 

Further, where machine tools are not 
required. by the Government and can be 
removed to other quarters, they will be 
able in many cases to rent their premises 
to the Ministry of Food. Captain Lyttleton 
has indicated that Ministry requires a 
large number of warehouses up and down 
the country for the storage of supplies. 

Such a firm will therefore have three 
incomes: one from its sales work in 
disposing of its own products, a second 
trom rent and a third from the nucleus 
firm to whom it has sold its production 
rights, 

While this should be consoling to many 
small concerns, | am afraid that the diffi- 
culties rather outweigh the advantages. 


4. How to maintain your Brand Name. 


The first problem of the absorbed con- 
cern is how to keep its brand names alive, 





' Obviously the Board of Trade has no 


very clear ideas on this subject. Captain 
Lyttleton has reassured us that "we shall 
give all the help we can to keeping alive 
these trade marks," But how? 

It has been suggested that after the war 
the Board of Trade will prevent the | 


‘intrusion of new comers into the field 


where industry has been concentrated in a 
few hands. This would be helpful, But 
again, how is it going to be done? i 

How prevent an active soap manufac- 
turer from preparing a new face powder 
from some of the ingredients of his soap 
or perfumes? How prevent a young genius 
like Allen Lane from producing an entirely 


new publishing idea like the “Penguins,” 


however adverse its affect on small book 
publishers, houses struggling into life 
again. (I am assuming that the publishing 
Pew had been concentrated which it is 
not). 

Again, how are small firms going to 
struggle to their feet against the com- 
petition of the big fellows who have 
been making for them, if the latter choose 
to advertise lavishly and to tut prices? 

One answer is that given by an adver- 
tising man. "Let the small concern dip 
into its reserves, if necessary, to keep the 
brand name alive in the public mind." The 
remedy is 

































^e production. 









materials, 





.tising of its brand.. To my mind it will 
be well advised to keep its reserves for 


again after the war. | 
5. Who pays Income Tax? 

A further nice problem.is the payment 

of income tax? Obviously the larger 

nucleus firm will be paying income tax at 


the more urgent business of getting going 





. concern will probably be outside Excess 
<. Profits Tax at least, Under a scheme 
‘such as that outlined by Tokalon the 
. question would not arise as the nucleus 
firm would them be merely a contractor to 
the others. | 
6. How to protect a Patent Process? 
it is now admitted officially that no 
manufacurer can be expected to give up 
.to a competitor his pet patent process, 
. Incidentally would the nucleus firm always 
A have the necessary machinery? 


lhen why should the nucleus firm be 


' allowed to continue its patent under such 
' circumstances? The answer is the produc- 
. tion by.the nucleus firm of one war-time 
Standard line not embodying either patent 
process, and sold for the benefit of both 
firms under a new brand name. -" 
Two results flowing from this situation 
are widely overlooked. One is the neces- 
-sity it imposes for simplified practice in 
| The other is the need 
concentrating distribution. 


4. What Simplified Practice 
CanDo | | 


Concentration is aimed at saving man- 
"power and reducing overheads cost. But 





* . New Style Printed Publicity Despite P aper Restrictions 


: © PD ESTRICTIONS on the use of 
EX paper for publicity and packing has 
brought about the development of 
a process of "paint printing" that very 
largely overcomes the paper difficulty. 
For example, if you have many 
thousands of display cut-outs made 
seemingly useless because of price 
alteration. or other changes of your 
product you can have all these existing 
it-outs overprinted with the current 
"details. Size, shape or material of the 
cut-outs. matter not at all. 












r ic Andustry. In this way economy 


^to a painted sign and 
at any time... 5. 


We have now reached a point where all the ingredients of production, labour, raw 
plant, are precious. i os Bus 

We clearly cannot permit these precious things to be used in a haphazard way. W 
must secure that the fullest use is made of them. | 
satisfactions of the works manager 
that the whole of his plant is, 
the minimum “lost time" 

production is flowing regula 


this could be done within the individual 
industry, in the factories and offices of 
the individual firms concentrated, Indeed, 
unless some form .of simplified practice 
is rapidly and effectively applied to these 
industries the maximum benefit can not 
be gained from the present concentrated 
output in the fewer factories. Simplified 
practice had its origin in America in the 
last war, but the man who pioneered the 
idea gained it from studying the work 
of Mr. Lloyd George of the Ministry of 


.Munitions and of Lord Rhondda of the 


Ministry of Food in the last war. 
. As a result of his observations, Mr. 
Shaw went to Washington in the days just 
preceding America's entry into the war, in 
órder to put before the authorities his 
ideas for co-ordinating the entire national 
effort; for securing priority for war needs 
in every direction and for generally 
reducing waste tissues from American 
industry and life, His ideas were accepted 
(after a struggle), | 

The work was ultimatelv put into the 
hands of the Conservation Division of the 
War Industries Board. Here is the plan 


. they worked out for the majority of 


American industries (among others) :— 
1. To secure a maximum reduction in 
the number of styles and varieties, sizes, 
colours, or finishes of the products of the 
in many- 
facturing was secured. The number of 
operations was reduced, and by making 
larger runs less labour was required. 
Manuíacturers were enabled to simplify 


and reduce their stocks of raw materials, 
and the amount of capital tied up in the 


stocks of finished products in the hands 


by the paint—printing process, thus 


bringing them up-to-date. 


In addition to direct printing this 
process can also provide transfers. 
These of course obviate the need to 
return the stock of cut-outs, cartons or 
whatever it is to the works for over- 
printing. The transfers can be affixed 
by the user on the spot (e.g. distributed 
to and affixed by dealers) to effect the 
same price alterations or other changes. 

Posters printed by this process last 
at least a year. It is in fact equivalent 
¿can be cleaned 









Just as it is one of the © 
or the industrialist in a heavy industry to feel 

as we say, in balance, that his costing system 
amongst the workers, that the whole of the n 


rly to the delivery end of the plant, that all the 

products are recovered and sold; 
country's war production in just 
one woman or one ton of raw n 


ful... 


such a way, and of knowing that not one man or — 
raw material or one machine is not being used to the | 


.CAPTAIN OLIVER LYTTLETON,  — — 
| President of the Board of Trade: es y 


class original painted sign, wit! 
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convenience, 
essential “to 
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7. To secure 
samples for sel 
























rposes, -—- 
Ings. "Were remarka 

They affected every type of dif 
putting the amount of thread on the- 
back from 200 to rso yards, the t 
portation space of 600 railway trucks. 
saved, | RAD 

305 tons of steel were saved in. 
packing of typewriter ribbons, o — 

By using cadmium instead of ti 
solder, 3,000 tons of tin were save 
a year. | 

Even the varieties of wooden c 
were reduced by 85%. 

Here is a field in which the Boar 
Trade should be far more active £ 
is. Et could' do much, but the vo 
co-operation of all individual industi 
could do more. | 






The savings. made 


See also “Simplified Practice," by 
Ch 


uisholm. (Chapman and Hall) 12/6 
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as they have all the qualities of a- 
paper backi ng or... other. medium : ¥ 
obscure the glass. —— Mn 













embossing. For posters 
quality of being one of the 
mediums that can be read in the d 
light of the blackout—inside buses, : 
instance. - l 






Paint printing, in fact, seems to. 
a war. time expedient that will de 


)ost-iwar factor G ri 
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YHEORET ICALLY, 
. entirely sympathetic with his 
manufacturer. He knows his 
ifficulties. But in fact about every 
third dealer has a grievance against 
one. . 

A big warehousing concern in Wood 
street has particular difficulty in 
ersuading some of the+big department 
tores that they really are giving them 
-they can. Driven to distraction one 
y by an extremely irritated buyer, 
manager shouted across the ‘phone, 
/ell, my dear A, if you don't believe 
come and see for yourself. I shall 
glad to take you round the entire 
rehouse and show you exactly what 
re: have got. 


the dealer is 





































































how | Him Your Empty Shelves 


As a.matter of fact it did. The buyer 
oncerned was in town the following 
ieek. The manager took him right 
ound his own warehouse with its 





ges in every line of goods. This 
hysical demonstration worked like a 
harm. The buyer went away con- 
vinced that he had a square deal, that 
the manager had done every thing 
human- ingenuity could conceive to 
eep him supplied. 

“This is one of the best methods of 
ackling this particular problem. 


Send Him a Tactful Letter 
Then there is the personal letter. 
Wolsey have put out some of the 
est of these. I take the following 
rom the very first of these excellent 
eries, 
940— half a lifetime away! But with 
customers concerned, Wolsey's position 
owas just as bad as anybody' s is to-day. 
They could not supply a single number. 
- “Although our system of rationing 
las been fair, we do not claim that it 
ás not broken down in isolated 
nstances, and we would take this 
pportunity of thanking retailers for 
heir sympathetic ~and reasonable 
attitude during what has. undoubtedly 
been an extremely difficult period. To 
those customers who, for one reason or 
‘another, we have failed to satisfy, we 
would offer our sincere apologies, and 
would add the assurance that we shall 
do all in our power to rectify any such 
failure in the future. 

“The position at the moment is that, 
under the Limitation of Supplies Order, 
we have completed our turnover for 
he period ending November, and with- 
jut any exception our departments are 
now closed, and we are quite unable to 
ake further deliveries. 
Post orders from 








our. customers 








Perhaps that will con-- 


cres, of empty shelves and its short- 


sympathetic personality. 


It is dated back in October, 


Of retaining its accounts with 


days total many. 





The dealer only loses patience when he doesn’ t understand 
xplain. your difficulties of supply: demonstrate visually; and his 
resentment will be replaced by goodwill 


being received in large numbers; it will 
be appreciated, however, that we can- 
not send deliveries against them, and in 
view of a depleted staff we are not able, 
unfortunately, to send a personal letter 
of explanation to each retailer con- 
cerned. Because of this, we hope that 
this letter will serve the purpose of 
explaining just how we are placed and 
will be regarded as an answer to any 
orders which may have been mailed to 
us during the past few days." 


This letter is frank, it is specific, and : 


it has a friendly touch. — 

The general situation is even more 
dificult now. Many dealers resent 
every inch of consumer advertising as 


anding them into some trouble with 


the customer. But it is possible to get 
round even this difficulty, and I think 
that this copy of Wolsey does it. 


Help for the Bombed-Out Dealer 


Most difficult of all is the case of the 


customer who has been blitzed. In fact, 
we can do a good deal for him, thanks 


to the exceptions allowed for in the 
Restriction of Goods Act. Certainly 
we can replenish his stocks, if the 
goods are available. — 

But. one can do more than that. A 
concern in the woollen trade has 
specially tramed a traveller who 1s 
detailed to visit any area which has 
been blitzed. Naturally he is a man of 
He has been 
given special training in the easiest and 


quickest methods a retailer can use to 


rer repayment under the Government 


scheme for lost stocks. He has the. 
company's sanction to rush stocks to 


the scene so soon as the retailer has a 


dry space in which to put the goods. 
Experience has made him a walking 
encyclopaedia of blitz-time wisdom. 

Thanks to the service this traveller 
is giving, the firm is not merely certain 
blitzed 
concerns, it is also reasonably sure that 
this special service will be remembered 
when the  post-war  scramble for 
business comes along. . 


Explain How Simplified Lines Help 

I hear of a number of firms who are 
compelled to reduce the number of 
their lines drastically, on account of 
difficulties with supplies of raw 
materials. But the simplification of 
lines pays hand over fist at the present 
time. Tt is infinitely cheaper to 
produce 10,000 each of 50 lines than 
5,000 each of 100 lines. This means 
that the manufacturer can give a 
slightly better product. 


The difficulty comes in proving this 


to the dealer. He is apt to feel that 
this is just another ‘burden. pushed a on. 
to-his back. ! 

















Sportsmen shoot in them! 
Athletes look cute in them! - 


. Men who love comfort 
| simply take root In them! 


Wolsey pullovers, underwear and *socks! 
* Cordincl, of course? 





Wolsey AKICESTER- 
dk If your favourite shop runs short of Wohey— 


don't blame them. Remember, "there's a war onl 


This advertisement “keeps the 
consumer sweet" for the dealer. 


The remedy is to explain to him 


carefully the benefits that result from 


this method. It enables the maker to 
keep prices down for his customers: it 


allows the dealer to reduce his stocks 


to fast selling lines only. But several 
letters and, possibly a folder may be 
needed to prove the case. 


Above All, Keep Traveller-Contact 


Another solutiom of the problem is DS 
continual. trayeller | contact. Many of © 


the great food concerns, whether they - 


use wholesalers or not, have hundreds — . 
of travellers on the. road placating the 
irate dealer. =- 

There. are two weaknesses ' for 
smaller firms in this policy. The rst 
is the cost, the second is the trouble of 
keeping it going as more men are 
called up for the Services. 

On the other hand, a seller's markei 
is an easy market. To-day, as in the 
last war, many concerns are allowing 
the wives and sisters of their travellers 
to look after their areas. Territories 
are also being pooled to a large extent. 

. Finally, there is the use of the house 
organ to keep contact. Even under, a 





paper shortage it is still possible to 
issue a small house organ in most cases. - 
Into this càn be packed both arguments 
that-defend the manufacturer to the 
dealer and others that defend the dealer 
to his customers. : 
The more informal such a house 








E know a good deal about women 


workers in Leicester, for here 

women have done factory work 
for a century or more. Brought up in 
this tradition, they mostly like their 
work. 

Perhaps this is why the latest figures 
show that 70% of our women workers 
are married. But most of these women 
are naturally employed in the great 
Leicester hosiery industry and in the 
boot and shoe industry. 

The work in the first of these is 
ideally suited to women. This 1s not 
so true in the manufacturing and 
building of machinery. So before the 
war only 250 of our 1,500 employees 
were women. To-day we have 500 
women workers out of about the same 
total. But for two years we've been 
in the position which many engineering 
concerns now find themselves in for 
the first time. We have had to train 
women unskilled in our business as 
efficiently and rapidly as possible. 
Incidentally we can obtain no skilled 
worker of any kind, as we are only 
manufacturers using mass production 
methods for the large scale production 
of our goods. 

In a town like Leicester the finding 
of even unskilled women workers 1s 
not easy, for the habit of working 
rather short time in the hosiery trade 
appeals greatly to women. Every 
woman likes an extra half day in the 
week for shopping and getting her 
housework done or for going to the 
pictures. 

Nor are we able to engage any 
worker unless submitted by the local 
Unemployment Exchange. Not only 
are we limited to the Leicester 
exchanges but our town has actually 
been asked to supply labour to other 
centres for war work. Under present 
conditions we find that the one certain 
way of securing a good type of girl or 
woman worker is through one of our 
own people. The foreman or manager 
who has been sympathetic or helpful to 
some woman worker will be the first 
to be told of a capable friend who 
wants a job. In a business of medium 
size it is not worth while to open a 
special school. With us, as with the 
majority of firms who will be affected 
by the new Ministry of Labour instruc- 
tions, the job of fitting women into 
their new jobs will rest largely with 
the foreman. 

So soon as the new girl joins us she 
is given a careful, personal instruction 
in her first jeb by the foreman. She is 
then put alongside a trained worker 
and the foreman makes a point of 
keeping away from their work. We 
find that new women workers are 
extremely nervous when watched in 
their first efforts by skilled men or 
their superiors. 

The trained worker to whom the 


FT ee Ur er 
b xv " ^77 DO XS "a 1 > y$ > 


Best Results From 


By an EXECUTIVE 
Of a Midlands Firm 











different sizes. 


ponding colour, the use 
holes needs no engineering 
along! 





novice is attached continues to do her 
job, while the new girl simply watches. 
If the worker is using a micrometer, 
for instance, she will carefully explain 
to the girl how to read it before letting 
her use it occasionally. After a couple 
of days the novice 1s accustomed to the 
tools she is to use. She is then given 
work of her own. Meantime she is 
paid a straight wage until she ts 
capable of earning a bonus. This wage 
is paid from two to four weeks. The 
straight time rate for a 47 hour week 
works out at about 38/- for a girl of 21 
and correspondingly less for a junior. 

When she is efficient, the novice 1s 
able to begin earning a bit of a bonus. 
Eventually she would be able to earn 
7/6 to 10/- a week extra. But finally 
she may be put on piece work where 
che may earn a good deal more. 

We use the Rowan system of bonus. 
Under this we pay the worker for 50% 
of the time saved on each piece on the 
time set by the stop watch. 

The variety of work a woman can 


She Knows Her Lines 


The M.G. Car Company make it easy for new woman workers 
on jobs entailing the drilling of tens of thousands of holes of many 


Each size is allotted a colour and drilling jigs have coloured lines | 
painted on them from hole to hole, 
have a green line connecting them, all the | 
issuing drills with the top portion of the flute bearing à corres- 

of the right size drills for the right size 
knowledge Send YOUR new idea 
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For example, all the &” holes 
" a pink line, By 






now do is astonishing. We use women 
on drilling, light  capstans,  hght 
grinders, preparatory work for electral 
plating (such as wiring, etc.) and for 
small ‘automatic and semi-automatics 
as well as for viewing and gauging ard 
the assembly of small parts. 

We don’t use women where a screw 
driver is necessary. Our experience 1$ 
that the feminine wrist is not strong 
enough for this work. But its deft- 
ness is useful in fitting small wires into 
and all delicate operations in 
assembly. 

Recently we have found a number of 
delicate little jobs which women do 
twice as fast as men. Yet we had 
never thought to put women on any 
of them before. 

Conversely, we have put men 
workers on jobs always done by 
women when: we were not allowed to 
use women for night work. In some 
of these cases we found that men were 
better suited for a job requiring a 
certain amount of physical effort. 
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^R. Bevin has been saying some 
hard things about employers’ 
relations with their workers. In- 
articular he criticises the failure of 
any firms to look after working con- 
litions and to keep human contact with 
eir people. — . 





The real difficulty is that when any- 
e employs more than a couple of 
dred people at. one works the old 
nily touch is bound to evaporate. We 
re often told at Braby's that the firm 
as been singularly successful in keep- 
"the family atmosphere. | l 
One element in this success is the 
n realisation by our directors of 
¢ danger. From the fact that Braby 
ploys over 3,000 people, the danger 
been obvious. One means of avert- 
jit is de-centralisation. We have 
e factories and depóts in various 
rts of the country and each of these 
encouraged to regard itself, as far 
'possible, as a separate business. 


i Keep the “Family” Touch by 
. De-centralising F 


At Deptford we have about 600 
rkers. After 75 years of existence, 
workers -still regard themselves as 
family business. From time to time, 
ey. see one or other of the Braby- 
amily about the works. Seventy-five 
ears of care and attention to the 














/orkers' welfare lies behind this 
xceptional good feeling. 2 


(oum 


“That is one reason why the Works 
ouncil which we started in 1917 has 
een such a success. Another is its 
imple constitution and the democratic 
vay in which it is run. 

The Council consists of :— 

“<The London general manager and 
irector (chairman ex-officio). 

A deputy chairman elected annually 
(usually a workman). | 

© The works manager. 

One elected member of the office 











All foremen (9). | 
| Twelve representatives of the 


eniployees, below rank of foreman. 
"The secretary. | 

-The welfare supervisor. 

Elections to the Council are made by 

vote of the workers. The voting 

alification is 12 months service with 

firm, and the age limit is 18. To 

















hree years service and be not less than 
years of age. 
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“THIS. SIMPLE WORKS | 
OUNCIL WORKS SO WELL 


By an Executive of Fredk. Braby and Co. Ltd. | 


id- for the Council a man must have. 


have never split the Council up 
| nmittees, but it. 
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Safety Committee (which reports to it 


quarterly) and with the Suggestions _ 


Committee and with the welfare 
supervisor, : 
The Councils most vital work is 


caring for conditions of health and 


well-being in the workshops. All acci- 


dents are reported to the Council, 
whether strictly “reportable” to the 


Factories Inspector or not. We often 
find that a minor injury has been 


caused by something which might have 


led to a serious injury and in many 


cases prevention is possible. We have 
had several cases | where | further 
accidents have been avoided by the 
reporting of quite minor injuries. 
One difficulty in every works to-day 


is the tendency to keep machines 
running long after a fault has begun 


to develop. The following comment 
from eür Safety Committee on this 


.point shows how keen our people are 


to shoulder any responsibility. 
When work is pressing and. output 
is of such vital importance, there is 
the tendency to keep machinery working 
d& long as possible without. reporting 
a need for repair, or when a. report is 
made there may-be reluctance to take 
men off directly productive work to 
attend to a machine which, though at 
fault, is still giving output. When 
labour is short, it might seem, on the 
face of things, that it is a waste of good 
time to detail men for inspection to look 
for faults which may not exist. 

To give attention to these various 
matters does not, in the long run, waste 
time—~it gains it, 

Safe conditions, apart from ensuring 
that there is no worker absent due to 
accident, make for easier ‘and "better 
production without the loss of time 
caused by imperfect work. Early 
attention to repair saves time and well 
repays the initial delay. 


Workers Know We Look Af T 


. Their Safety 


It is the Safety  Committee's 
experience that inspections are vitally 
important. Arising from its own recent 
works inspections, the Committee wishes 


again to emphasise to all machine users. 


the importance of the need for 
quickly reporting to the foreman, or 
others concerned, the development 


of any fault. See that the starting 


gears are kept in proper order. Do 
not arrange work in front of machines 
or lean plates or partly prepared work 
against them in such manner as to pre- 
vent the ready operation of any stopping 
device. 
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are rece by à committee - 
is responsible. to the Works - 
Council. In. this regard we have learned — 
how to avoid one continuous source of 
grievance. While in many cases the 
suggestion may not prove after a year's 
practice to be nearly so useful as was 
hoped, there are cases where the sug- 
gestion leads to a change which is 
more valuable than was anticipated. 
Such cases are reported to the Works 
Council, In more than one instance the 
original payment made has been 
increased after an interval of time. 

Onè of the functions of the Com- 
mittee is to assist us in avoiding waste. 
I cannot say we were too successful in. 
this field before the war. It is one of 
the most difficult to deal with at any 
time. But to-day we are having valu- 
able hints from the workers on waste. 
In one case we were shown a method 
of clearing scrap more rapidly; in. 
another. a more efficient method of 
cutting plate was suggested which 
resulted in economies in metal. 

It is not too much to say that the 
Works Council is gradually becoming 


the centre of our communal activities 


in the works. | 

Curiously enough, in 24 years of - 
operation we have only met with one 
tiresome member who really wanted to 
sabotage this piece of social machinery. 


Normally everybody works most unsel- | 
fishly for the common good. Rae 


The reason why we have such a good 
spirit is, I think, the care which the 


management have always taken to keep 


the personal touch and sincerely to 
accept responsibility for the welfare of 
their workers. 





More "Time For Claims on 


Railways | 
It has been agreed by the Associated 
Railway Companies that in regard to 
Condition 8 of the Standard Terms and. 


Conditions : of Carriage, an extension ‘ ee 


of time will be allowed purely as a 


wartime measure to assist the traders. | UM 


_ In regard to complaints and claims 
tor damage and pillage; the time limit 
has been extended as. follows :— 

Complaints. in 3 days and claims in 

7 days, to 6 days and 10 days respec- 

tively; | l PME 
and with reference to total loss, date of 
complaint has been extended to 21 
days and claim within 35 days, against 
14 and 28 days respectively. 





AN ACKNOWLEDGMENT 
I^ our January issue, page 18, we 

published an item: Modern Stock 
Control Cuts Costs at These 9 Points, 
but by an oversight omitted to acknow- 
ledge the author of the material. The 
Nine Points were taken from “Stock 
Records," a very complete little hand- 








book on this important aspect of 
management by W. A. Smith, 


F.C.W.A. and published by 











Moores. 






What Type Man to 


Select asa War-time Budget Controller? 


N Business Administration 

before the war more and more 

emphasis was being placed on 
Budget compilation — 
Buying, Cash, etc. The control- 
ling was left more or less in the 
Chief Accountant’s hands but 
he was generally far too busy 
to give the detailed control that 
is so essential to effect a correct 
ratio of costs and profits. The 
war has brought about a 
peculiar condition in an attempt 
to limit profits, prevent inflation 
and to control price levels. 
The Business Administrator 
must therefore keep before him 
day by day the working costs 
and selling conditions to ensure 
that a satisfactory position is 
maintained. There is only one 
way to do this, the appointment 
of a Budget Controller. 

While it is a sine qua non that 
an accountant of some commer- 
cial experience should be the 
budget controller, a chief 
accountant cannot effectively 
attend to and control the up-to- 
the-minute details of a pre- 
determined budget. He is too 
preoccupied with the adminis- 
tration of the accounts depart- 
ment to have the time to spare 
every day to watch costs. 

Apart from the time element, how- 
ever, there is also the location of the 
accountant compared with the factory 
or workshop. The budget controller 
should not be attached to any depart- 


Sales, 


ment; he should be mobile, indepen- 
dent: he should be the managing 


director's right-hand man. 


Control Must Operate BEFORE 
Expenditure is Made 


Recent experience in the selection of 
a budget controller for our small group 
of companies having a separate servic- 
ing company showed that an auditor 
had not the right training or outlook 
to operate the control before expend- 
iture had been incurred. He seemed 
the ideal man for reporting on the 
position as presented by the budget 
compilation but he was not resilient 
enough to cope with the chang?ng 
scenes, e.g. in the sales budget. Nor 
has a  highlv qualified accountant 
necessarily the right qualities of con- 
tacting with other departmental execu- 
tives to ensure flexible adherence to 
the budget. Therefore while the. first 
essential in the selection of a budget 
controller is general accountancy, 
experience for control in any sphere of 
activity is only capable of efficient 
application if the controller under- 
stands the basic principles underlying 


He must be primarily an Accoun- 


tant, but he 


must have other 
qualities, too, before he can even 
hope to be successful. This article 


indicates those qualities. 





By H. W. FULFORD, 
Head of a Groub of Small Manufacturing Firms 


the control. Emphasis therefore should 
be not merely on the best accountancy 
experience but also on the controller's 
training and experience in association 
with technical men and women. 
secondly, the controller must have 
an authority equal to his task. We 
prefer that he should earn this 
authority by his own resourcefulness 
and imagination than be given a paper 
authority which so often offends the 
very people he is trying to control. 
He must be known. of course, as the 
Budget Controller and his functions 
clearly defined to the company execu- 
tives. If a departmental manager has 


been indifferent in signing 
vouchers without reckoning the little 
extras he may resent an inquisitorial 
“Why?” from some one he knows is in 
receipt of a salary far less than his. 
Hence the controller must be a good 
mixer. And that brings us to the third 
quality and probably the most impor- 
tant—resiliencv, 
This Quality ‘Resiliency’ is Most 
Important 

The controller may have to remind 
the chief accountant that collections 
are not up to budget standard at the 


(Continued on page 28) 
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DAY in the shipbuilding industry 


ntensified production of new ships. 
it is easier to proclaim our needs 
n to fulfil them, and although we 
r much clamour for increased ship 
uction there are but few concrete 
estions as to how best this can be 
ediately achieved. . 


ew Methods: New Planning At 
Every Point 

believe we shall obtain best 

s by getting down to the heart of 

gs... by examining the elimina- 


tions, or the shortening of pro- 
on processes by speeding up in the 
hipyards the flow of materials from 
ay truck through workshops, and 
hines to building slip; or reducing 
total load of work—manual and 
ine—by designing improved types 
‘structure, where complication gives 
Ly to simplicity. — | ! 
Tc , we must employ new 
! ourable to expedited output 
best fitted to the facilities available 
dividual shipyards . . . and then 
'anize, plan and drive remorselessly 
mew records of ship production. 
ermore, if we chose to grapple 
ithe problem of laisser faire and in 
place to infuse a resolute spirit of 
iz to-day's job yesterday instead of 
norrow, we could view the serious- 
ss of the present shipping situation 
th lessened anxiety. | 
That the Supply Departments respon- 
le for rationing and directing the 
of materials to thousands, of 
ition works, factories and ship- 
ds, have in the main been successful, 
io one will deny. But, at the actual 
es of production, whether the 
insformation be ingots to guns or 
alis; steel to ships or tanks; pig-iron 
arine or airplane engines, there are 
oblems . demanding constructive 
ught and speedy solution, by 
loyee and employer alike; problems 
hat, in some way, can be solved with 
reater advantage to urgent national 
equirements thah by merely preaching 
o the converted that "we must have 
nore production." 


yal Co-operation Of Ali Hadi 
Is Essential 


It might be suggested that much of 
iat I have said is answered by Proper 











there is most urgent need for the. 


-of man-hours from non-essential . 






E Says WILFRID AYRE, | 
Chairman, The Burntisland Shipbuilding Co. Ltd. 


B 


Mr. Ayre is speaking mainly of merchant shipbuilding but what he 
says is fundamental: it applies, absolutely, to every kind of. 


industrial production. Mr. Ayre-asserts that modern.methods of £u 


management and organization applied more intensively in our — 
shipyards would meet the fearsome toll of sinkings, and would in 
fact have prevented the perilous situation in which the nation is 
now placed by the rate of replacement building being so far behind 
that of losses by enemy action. 


As in every manufacturing field the Reduction of Man Hours Per 
Jób is the key to expanded output. Mr. Ayre is working on this 
problem in his own organization, He says even the proper planning 
of odd jobs (to cut down time wastage) can shorter the completion 
date of a ship by from 4 to 8 weeks. Imagine then the effect of 
intensified control over the whole building of a merchant vessel. By 
the firm resolve to do, as he puts it, Today's Job Yesterday, Mr. Ayre 


proclaims that ‘British Shipbuilders could more than close the gap E 





between sinkings and replacement. 


Management. But even the best 
administration must have, and deserves, 
loyal co-operation between all grades 
engaged in the production effort, and 
particularly is this necessary in a time 
of national peril. | 

In organizing: for shipbuilding much 
can be gained form the widest appli- 
cation of short-, as distinct from long- 
term planning. The sum total of man- 
hours expended in the building of a 
ship, an engine, or anything else, is the 
yard-stick of industrial effort. The 
necessity for efficient distribution of 
labour personnel in present circum- 
stances requires that every operation, 
manual, or mechanical, should be 
planned with the object of stripping 
production of every non-essential man- 
hour. | 


Time- Can Be Clipped From All 
| These Jobs 


For example, time saving can be 
effected by planning the preparation of 
riveting berths well ahead of the time 
when riveters are due to transfer 


from their previous job of work. This 


wil eliminate unproductive pauses in 
continuity of output and avoid periods 


of temporary unemployment of skilled 


labour. | 
Planning to obviate the customary 


assemblage of scattered jobs, usually 


small in extent, but invariably large in 
number, exerts a vital influence on the 





final delivery date. Unplanned, these oc 
jobs hamper the finishing stages of a 
ship. It is no exaggeration to say that 
proper planning of odd jobs can speed 
up the delivery date of a ship by four 
to eight weeks. 

. We can plan to ensure that every 
sectional operation is correctly syn- 
chronised to fit in with the pre-arranged. 
building schedule or to beat that sche- 
dule instead of lagging .behind it. 
Again, we can plan for timely delivery 
of the countless items purchased from 
an army of subcontractors. Experience 
shows that late delivery of a single item 
can disorganise completion of the 
whole ship, and, worse still, retard the 
production speed of the ship following 
On. -— | 


Simplification PLUS Elimination: 
Of Redundant Effort 


Ín war-time, merchant ships must 
be shorn of superfluities as distinct 
form necessities, and specifications to 
the bare needs of sea transportation. A- 


large measure of simplification has 


already been introduced, partly by force 
of circumstance, and partly by the 
essential requirements of economy. 
But this measure will not, by itself, 
speed up ship production or drastically 
cut down the time element to the extent 
required in the present emergency. | 

Simplification to be effective must. 
also deal with redundant effort. Because 



















ture with the object of improving 
E strength and: reliability yet economising 
.- in material and man-hours. Redundant 
„effort, whether in the form of material 
or labour, absorbs time and cost. If 
© we can minimise it, the gain is two- 

. fold. 

Riveting—the pacemaker of reset: 
day ship production—is a fruitful field 
for elimination of redundant effort and 
- equally valuable for time saving. 

In a 10,000 tons d.w. merchant vessel, 
where only a moderate amount of 
welding is employed, there are some 
. 500,000 rivets.. Every one per cent. 
saving in riveting volume will clip the 












amount. of tonnage to the nation’s 
s _ food and munition carrying power | 


-More Mechanical Aids 
 Intelligently Applied | 







eL The greater use of mechanism to 
. replace manual operations is an obvious 


but, there again without co-ordinated 
d operational planning, mechanization can 
be as ineffective as manual process 
^ work that „lacks supervision or 

direction. : 


.an outstanding ^ example where 
.. reduction in production time ^ by 
“mechanization and highly. organized 


survival of the efficient in an industry 
faced with the internal strife of fierce 


is that manufacturing methods between 
competing .plants, in effect, can be said 
. — to differ mainly in respect of the rate at 
©- which a moving assembly belt can be 
Speeded up, the operations likely to 


- and then the final number of minutes 
to which total production time can be 
reduced. If similar expedients are not 
completely applicable to shipbuilding, 
(though America succeeded almost in 
adopting them in the last war) we may, 
at least, have a look at the production 
methods of other industries, if only 
because, admittedly, there is yet scope 
for much time saving in our shipyards. 
I believe that planned production 
control can do this. It is true that much 
has been done in recent years to 
.. improve the output and competitive 
"ability. of the British shipbuilding - 
dustry. But, while we may salute the 
evements of the past, we must 
mber that our critics have credited 
with an embaras de richesse in this 
respect, therefore with a man's job to 
* do now, we need to take off our coats to 
the needs of the Future. 















E Hes: Time is Our Enemy, Not 
| . Qur Ally 


| Time is the essence of the merchant. 
- Biupbnliding i p Pierre dts 





! he integral pafts on a ships 


time element and add a corresponding | 


. asset for time saving in ship production, 


The manufacture of motor cars is^ 


planning was a stark condition for the 


world-wide competition. The result now - 


slow it down simplified or eliminated: p 
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'agents. 


Notice that London has lost 27 per cent. I S 
Sussex 12 per cent., Kent 11 per cent., East Riding 10 per c 
Hampshire 7 per cent., Lancashire and Durham. 6 per centas à 


Northumberland 5 per cent. 


materials, lack of planning or laxity 
in operation or control can be attacked 
only by the will to defeat procras- 
tination, “Mañana” 


Ly, production will be on time. If we 


How Have War Conditions Shifted Your Custo x 





Statistics, issued by Lord and horas. 


| Notice’ the corresponding. gains in ee counties, a 


is the saboteur of 
production. lf we do to- day's job to- 


i o here: Ed 
























































close the gap between sinkings 
replacement. - 


The foregoing article originally $ 
the January. issue. of the. Burn 
building Gos magazine ‘The. 
yard Journal. z “We consider. 
universal pe 
sought the | 




















"TE are limited to the use ‘of 80 per 
cent. of the upper leather used in 
+ the first nine months of 1940, 

t first sight it might appear that if 
control applies to upper leather 
-a substitute could be found. We 
orbidden, however, to change the 
tial type of shoe made prior to 
ing. For instance, 1f we used 























































































: continue to use it; we cannot 
children’s shoes if before we 
ladies'—we cannot use canvas for 
rs or a larger quantity of bottom 
for shoes than previously. 

e BUSINESS reader will 
reciate in a flash that this method 
¿rationing is much fairer than 
oning by value, imposed upon so 
; industries. Itis based on material 
- pot ^on the selling price— 
based on Production—Not on 
s. In hosiery, for instance, total 
es by the dealer must not exceed 50 
‘ent. in value of the previous turn- 
. With prices rising continually, E 
1s much less than 50 per cent. 
éight of the goods. 

act most shoe firms are 
ng to full capacity—under present 
jons—as owing to curtailment of 
the slack left from the home 
is taken up by Government 
cof one sort or another and by 


iu 








Jort order that can be landed. Extra 
ms of leather are granted for these 
lers, 


ed Production Causes Greater 
Overheads 


You T observe that this loads 
nufacturers with a pretty production 
lem. Obviously, the types of shoes 
Government order are not those 
d to the home market but much 
mger and stouter goods. At the 
e time. many. of the shoes sold 
ad, for instance to Latin America, 
suited to different . climates. 
ien’s wear required by a Buenos 
S fashionable, for instance, is as 
borate and sty lised as anything ever 
n in pre-war Bond Street. 


njoy the normal benefits of working 
machinery to capacity. The use of 
iy standardised materials is difh- 
or other obvious reasons. As a 
t sales overheads will normally 
to rise rather than to fall. 

this concern we are fortunate in 
iw pplied a measure of concen- 
: qur. distribution. over the 
ears. The bugbear of our 
infinite variety of sizes, 





y for uppers before the war, we- 


iperative necessity of filling every: 


The " 


o that the manufacturer is unable 





By F. H. KELLY, 


Adr ertising and Sales Dir T The B Shoe Co. Ltd. 


the entry of hace into the fashion 
class. Since the last war the range of 
shoes manufactured has tended to 
increase every year to meet the whims 
of fashion no less than the more 


exacting demands for comfort. 


We were fortunate in seeing this 
danger from the first. We felt that the 
demands for space and capacity being 

made on the average 
getting out of hand. So: decided 
to remain with the wholesaler: rather 
than to deal direct with the retailer, 
or open our own shops as so many of 
our friends have done. (We were 
already working through the wholesaler 
at this time). 







Our Method Saves Dealers' Space 
and Capital 
The revolutionary part of our con- 


centration scheme consisted in getting 
50 wholesalers (recently increased. to 


70) to stock our entire range of shoe. 


styles, so that the retailer “could rely 


-on immediate supply of anything and 


everything he wanted at the shortest 
notice. The motor van has brought 5 
such service well within the power of 
the efficiently organised wholesaler. In 
other words, we concentrated a. great 
deal of our sales and stock carrying 
problem into 70 units, instead of 
spreading it equally over the 3 or. 4:000 
dealers who carry our shoes. 

At the moment we'are busy simpli- 
fying our range so that still further 
economy can be made in production and 
selling. I need not point out that. even 
present arrangements are not perfect. 
But our method of marketing enables 
us to save the dealer an enormous 
amount of shelf space 
outlay while reducing our own expen- 
diture in the same directions. 

But what of.the price you pay? I 
can hear some reader ask. You have 
lost direct contact will your selling 
agents. You don't know what they 
are thinking or doing. How can you 
possibly make up for this fatal loss of 
sales. control? 

The answer is that we have. been 
able to do something rather unusual 
in this sphere also. We keep direct 
contact with each of the wholes aler's 
salesmen by two means. 

We supplv each with a guide to all 
our lines that is unusually comprehen- 
sive and helpful. 

We explain everything we are doing 
to each salesman at intervals. Our 
service in this way has brought me (by 
the law of lesser concession) the 
privilege of speaking to salesmen at 






dealer were 


and capital- 


their own warehouses rus of explaining 
- imposed bd us by c | d: method. i 


| % 
Sometimes we meet the salesmen at 
their home office on. Saturday morning. - 
At others we Have a little dinner first 
and then a talk. "The result. is th 
feel we know personally every. 
handhng our goods. | 


‘firms seem- 












Few. to. ‘realise (what a 


splendid. co-operation one can get to- . Dc 


day from first-rate. wholesale houses. |. 
We are able to work through these 70 _ 
houses on our complete list of 3,000 to 

4,000 dealers, whom we have classified 
according ^to the type of shop, the 
turnover and. class of goods required. 


Until the war we supplemented the 
work of the wholesalers by courtesy 
travellers whose job was to see that 
every dealer was getting supplies and 
to remove any cause for complaint. We 
are still carrying this out in a limited 
way. 

Our wholesalers' agreement enables 
this. co-operation to be.kept up con- 
tinuously and without friction. The 


wholesaler agrees to keep complete 


stock of all our numbers. This he 
agrees to do, not merely at the peak 
sales seasons, but throughout the year. 
He agrees to maintain. fixed prices and 
to show a full display of samples in 
his own warehouses and to cause every 
traveller to carry a representative range 
of samples. 

In our turn, we undertake: to include 
the names of such firms in our special 





list of. principal agents which. we 
advertise. to the retail trade and to 
refer to them our trade enquiries. 

In addition, we allow such whole- 


salers every possible advantage in theo 
matter of terms and service. This in- © 


cludes participation im our “clearing l 
house” arrangements with regard. to 
discontinuing. "lines. "When a line is 
discontinued, we give the dealer three 
months' notice and start to inter-change 
among the dealers at once. 


This Method Also Simplifies Our 


Accounting 


The chief services we have found. 
from this system are precisely those 
needed under present conditions. For 
we require to carry less stock ourselves, 
our dealers are relieved enormously of 
a similar burden and our accounting 
problem is simplified by handling 70 
accounts instead of 400. Yet we have 
most of the advantages of a direct-to- 
dealer system. 


As the shortage of materials becomes 
more acute, as more travellers leave for 
the Services, 1 expect that many con- 





cerns, may find it useful to try the 


| wholesaler-retailer: . 
























Preparing Post-War Business NOW 


N a company manufacturing a 

number of products that are famous 

throughout the aircraft and general 
engineering world a statistical research 
department is an obvious part of the 
organization. 

But in the majority of firms of this 
kind statistical research is confined 
pretty well to the field of technical 
design and production. In this company 
however, it goes much further. Statis- 
tical research is not merely a com- 
ponent department, it is the entire 
business, or rather the basis of it. 

A few years ago this company was 
a modest concern indeed. Today it has 
large modern factories in the London 
area and in Lancashire and is acknow- 
ledged to be one of the most pro- 





Though working fully on armaments this firm’s research = ; 


By 


- 


The STATISTICAL OFFICER 
of a | 


Well Known Manufacturing Co. = 


experts are studying changing needs, anticipating products 


for post-war use and making forward plans for the 


manufacture and sale of future lines. 


gressive concerns in the field of 
technical engineering. This growth was 
directly attributable to “statistical 


research" which can best be broadly 
described as investigation beforchand 
to find out everything about any 
product with which the company pro- 
posed to concern itself. 

That word “everything” is, literally, 
true and all-embracing. It includes full 
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and accurate data on factors such as 39 


those included in the accompanying 
tables, and other special factors besides. 

Thus it will be seen that no product 
is ever handled before the result of 


handling it has been exhaustively ` 
examined, 
This must not be confused with 


market research only. Certainly much 
of the investigation bears upon market- 





Organization and Production studies needed by a Manufacturer prior to Capital Investment in the 


Production 
CHART No. 1 
Sources of Ideas for New Industrial 
Products 


Manufacturer's sales and service staff, 

Distributors, 

Industria] consumers, 

Competitors’ merchandise, 

Non-competitive goods which need complementary 
equipment, 

Research and production engineers, 

Independent inventors. 


Major Purpose for which New Industrial 
Product will be Made. 


To complete line, 

To expand sales in present market, 

To meet old need more effectively, 

To anticipate a changing need, 

To meet a new need, 

To use idle time of plant and equipment. 


Design and Engineering Factors. 


What are the known market desires (size, shape, 
price, eificiency, simplicity, etc.?) 
What are the known market prejudices (size, 
shape, price, efficiency, simplicity, etc.?) 
What effect will design have on cost of manu- 
facture? 

What effect will design have on simplicity of 
operation and/or repair? 

What is the efficiency factor of the new item? 


and Marketing of a new Industrial Product. 


la the design easily adapted to minor changes? 

Will the item be produced as a single unit or a 
complete line? 

Has the new item been fully tested under actual 
service conditions? 


Production Factors. 


Can present labour produce the new product? 

Is special labour available if needed? 

Can the new "product be made with 
machinery ? 

Wjll production of the new item be seasonal? 
f so, what per cent. of time will part or 
all of plant be idle? - 

Can plant run on other goods in off season? 

What effect will seasonal operation have on 
costs? 

What effect will production of new item have on 
regular production schedules? 

How will codes or other agreements affect pro- 
duction volume and costs? 


Material Factors. 


What raw materials will be used? 

Where are raw materials available? 

Are raw material sources dependable? 

in an emergency interrupting the normal supply 
of raw materials, what can be substituted’ 

What effect will transportation costs of raw 
material have on final costs? 

Are constant and dependable transport facilities 
available for raw material? 

What new storage capacity for raw material and 
parts stocks will be needed at factory? 


present 


and 


Chart No. 1. 


Service Factors. 


Will the new product need service? 

If so, to what extent? 

Will service be rendered by the manufacturer? 

If not, by whom? 

What spare parte stocks will be needed? 

Will spare parts be sold at cost or at a profit? 

If service is rendered by the manufacturer, will 
the customer pay for it directly? On what 
Basis? 

Where will service men and spare parts stocks 
be located? 

What xA personnel will be needed for service 
work? 

What effect wil] service factors have on costs? 


New Capital Investment Factors. 


What changes will be needed in present plant? 


What new real estate investment wiil be 
necessary? 
What new ronds, sidings, power lines must be 


built by the company? 

What new buildings will be needed? 

What new tools will be needed? 

What adjustment to presènt production machinery 
wil be necessary? 


Relation of New Product to Regular Line. 


What is the relation in quality? 

What is the relation in manufacturing methods? 

What is the relation in field of use? 

What is the relation in type or general character 
of goods? 

What is the relation in price levels? 





eee Nec c ee etc 
For this table and the one on the following page we acknowledge “Check Lists of Advertising, Selling and Merchandising Essentials," by H. W. Marks 
5 a3 aug ete i ©. B. Larrabbe (McGraw-Hill). 





































low" Research Finds Facts For 
Future Business 

In [aude to looking after the 
| current and immediately 
" programmes this research 
artment probes far into the distance 
dis now actively planning for post- 
T business. 


ng made into the condition the 
tor car industry and market will be 
when the post war period starts, 
Car manufacture in Britain for the 
üeral user is of course virtually 
sed down. Nevertheless, this 
pany’s statisticians are gathering 
m all sources data as to what im- 
‘ments military experience is 
éleping in car design and manufac- 
; what American a echnicjane (not 
veld up by war) are producing for 
titure car market; what aircraft 
perience. is suggesting to motor car 
sign; what advances are being made 
new metals, new tools and new 
aterials; what changes (if any) will 
me about in British motoring con- 
ons and among car users as a 
dt of the war. 

All this information is being sought 
d tabulated for use when the com- 
ny will again produce technical com- 
onents or accessories for the motor 
dustry. 

Similar research is being done in the 
ld of radio; and in. fact in every 
echnical field in which the company is 
erested. a 

simultaneously data is being 
corded in regard to such things as 
ence come the supplies of certain of 
he rarer raw materials. Information 
e this is vital when considering the 
ture production of a highly technical 
oduct that depends for its effective- 
ss on some material coming perhaps 
om only two places in the world. 
<This actually was the case in con- 
ection with one product the future 
naniifacture of which was being con- 
èmplated. The discovery of this 
recarious supply of an essential raw 
aterial consequently led to research 
ong the line of. discovering more 
rtain supplies of something that 
uld he substituted. Within six months 
e: company's scientists created a 








Ommon element and a synthetic pro- 
uct) that proved by actual test to be 
ust as good as the original thing and 
bout one-third the price. 


n to the market after the war this 
company will enjoy an enormous 


ate) i in regard to its manufacture m 


Jew Products Are Sought For 

.. Future Development 

In. addition the company constantly 
riises for new ideas and new pro- 
icon by inventors and 





‘or example, close investigation is. 


iterial (a combination of a more. 


Now, if and when that product comes. 


idvantage (initial advantage at any. 


ipment- H | i 
In thes course “of a year ‘hundreds are 


jcoked at. Many are dropped. at first 
sight but those that appear to have 
possibilities are then- exhaustively 
examined, to the full extent, if 
necessary, of the two tables reproduced 
in small type. But before that, the 
proposed product is considered from 
the point of view "Is it the kind of 
product with which it 1s policy to have 


. our name associated?” By this is meant, 


will it be a product that can expand the 
prestige of the company and add to its 
reputation as producer of the finest 
things of their kind obtainable? 

This question is, in fact, the most 
vital test of all. 


Keeping U viae Also For 
Current Business 
In connection with post-war business 
for our already established products it 
is also vital to make research. Our 


_lists of customers are constantly being 


revised. All the many alterations made 
necessary by the war are most carefully 
noted and recorded: people get bombed 
out and do not immediately restart 


‘altogether iË 


For. this informati s 
trade papers, also our still existing 
sales force record on special forms 
(which they submit daily to head office) | 
all such facts that they can discover. at 
first hand in their respective areas.. 

By this means we are able to keep 
our mailing lists up-to-date. Such 
adjustment is of course valuable even 
today as we still do a fair amount of 
postal propaganda, but its main objec- 
tive is of longer range and is designed 
to put us in a good position to open 
up heavier barrages of direct mail when 
the war is over. Obviously it will be 
quite useless and unnecessarily expen- 
sive to start the post-war drive with 
pre-war or war-time mailing lists. 

In a short article jt is not possible to 
mention more than a fraction of the 
fields covered by this company’s 
research. Beyond the very brief 
ences already made the following are 
examples : 

If any one of thousands of raw 
materials come into question statistics 


(Continued on page 29) 








Organization and Production Studies needed by a Manufacturer 
prior to Capital Investment in the Production and Marketing of a 


new Industrial Produet. 


CHART No. p^ 
The Market. 


What industries will use the new product? 


What is the geographic location of potential 
customers? 
What is the growth projection of industries 


composing the market? 
What is the consumption of comparative products 
in customer industries? 


“Buying Habits of the Market. 


What is the title or position of the person who 

__ places the order for this type of merchandise? 

What is the average number of people who must 
be contacted in each customer-firm before 
an order can be closed? 


What is the average time needed to close a sale? 


What relative weight do buyers. give to price, 
quality, service, safety or other qualities of 
this and similar -products? 

From what sources does each of the potential 
 eustomer-industries procure its need for this 
and -similiar products? 

At what season is buying done? 

What are the practices on discounts, aliowances, 
credits, other financial facts? 


Firm Relation to Market. 


Is the firm MEM established in market using 
new product? 

Is the reputation of the manufacturer (size of 
firm, character of merchandise, or any other 
factor) capable of constructive exploitation 
in the new market? 


Competition. 


Who are your competitors in the new market? 

What is their standing with the potential con- 
sumers of the new product? 

Will marketing the new product invite more 
or keener competition on the regular line? 

Can any competitor bring out a seriously com- 
petitive product quickly? 


Sellers Price Policy. 


What, in general, 
new product? 
What wil be the schedule of discounts and 
allowances? 
entitled to dicunt 


Who will be 
What new credit facilities will be needed? 


wil be the price policy on the 


and/or 
allowances? 


What différences will there pe in. -colleenion poliey? t 
these - the company ao osea ors ks | 





Chart No. 2. 


Channels ee Distribution. 


Is the market subject. to. wide fluctuations, 
seasonal or otherwise? 

What type of distribution will be used? Le. 
Manufacturer's sales branches? Manufacturer's 
agents or distributors? Home office sales 


we  Codib. our 


refer- 


agents or distributors? Home office sales force 2 


to wholesalers, etc.? 
Will the product go into the export field? 
Where will stocks. be Mentino 


Sales Promotion. 


Will the new product have ita own sales pro- 
motion set-up? 

Will a new advertising section or department be 
needed? 

What type of advertising will form the basis of 
the opening promotion effort? 


Wil a new or extended agency connection be . 


necess 


What, in general, will be the basis of the appeal? OS ; 


What will be the basis of the sales promotion id 


budget? | 


What promo hina work is being done by com- 


petitors? 


| Management of Sales Force, 


Does any visible factor of. the marketing problem 
indicate that a special sales staff or a 
special sales department entirely separate 
from the sales organization handling the 
regular line will be necessary? 

Wil salesmen “sell or "negotiate"? 

Will additional salesmen be needed? 

Do salesmen need technieal training? 

What special aids; ie.: engineering, 
advertising, ete., will be given 


research, 
to the sales 


s 
What ET be the basis of salesmen'a compen- 
sation? 


Others. 


Ts ownership of the new product established? - 


Is its trade-mark protected? 

Are all claims to royalties or otner indemnities 
settled? 

Do royalties limit the market ‘for the product? 

Do trade agreements limit the market or sales 
effort? 

What are the effects of codes on sales methods? 
competition? 

Have .al transportation problems, including 
rates, yard and switching: charges, speed of 


handling and costs been given full consider- 

ation 

Have local tax pesos and other civic problems. 
. been set i l 
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By using nine different, carefully 
adapted bonus schemes, this firm 


secures maximum keenness in each 


department 


FTEN only one or two depart- 

ment$ in a business work on bonus 

schemes. This often leads to the 
attitude on the part of employees— 
"What's the use of making an extra 
effort in the department 1 work in, 
when other departments may nullify 
the effect of that effort?” 

Boxfoldia Ltd. have had the imagin- 
ation to devise nine separate bonus 
schemes, each specially adapted to the 
particular department in which it 
operates. This is how they do it. 

Forme-Makers Bonus, — For every 
forme produced in this department a 
fixed bonus is allowed irrespective of 
size or type. The allowances are 
totalled weekly and allocated to each 
member of the department in the 
proportion that his wages bear to. the 
total wages. 

Packing Department, — Members of 
this department are paid a fixed amount 
per ton on goods despatched; this 
amount is divided between all members 
oí the department in proportion to 
wages earned. 

Stores.——A bonus is paid to 

the board store employees on the basis 
' of the amount of board and parcels of 
cartons shifted each week. There is a 
complete scale of rates dependent upon 
the distance that goods are moved. An 
allowance is made to the department to 
cover the tonnage at the specified 
rates; the wages paid on time basis are 
then deducted from this and any 
balance remaining is divided equally 
between the men in the department. 
The men are allowed to draw up to 25 


Paying Wages During Warnings 


ROM information that we have so 

far been able to gather the methods 

of paying out wages during a warn- 
ing fall under three main headings: 
(a) the Separation of pay stations, (b) 
the spreading of pay hours, and (c) 
distribution of wage packets in the 
workshops and shelters. 


No Long Queues Allowed 


One company pays out at four 
pay stations, their exits are widely 
separated and not more than fifty em- 
ployees are allowed to congregate at 
any station at one time. The company 
pays out in the shelters if employees 
have proceeded there. During raids, the 
wage envelopes are distributed in the 


Fitting the Bonus to t 


per cent. bonus and carry forward any 
credit. On the other hand, if the 
allowance on this piece-rate scheme 
falls below the total wages paid, the 
debit is carried forward and becomes 
first charge on the following week's 
bonus. 

Cutting and Creasing—The bonus to 
cutting and creasing machine-minders 
is paid on output additional to a basic 
number of runs. The rates vary for 
different types of machines and there 
is a sliding scale by which a man with 
a higher basic wage receives a lower 
bonus rate than a man with a lower 
basic wage. 

Apprentices’ Bonus.—]n most cases, 
apprentices are paid a standard weekly 
bonus which is indicated to them at the 
time they sign their apprenticeship 
indentures, payment being subject to 
good behaviour and satisfactory reports 
on progress from the supervisors. 

Lining —Lining department employ- 
ees receive a “group” piece-rate based 
upon the number of yafds they produce 
weekly. Extra earnings are divided 
between the members of the depart- 
ment according to their minimum rates. 

Good Record us—An annual 
award is made to machine-minders for 
avoidance of mistakes, accidents or 
breakdowns on the machine. This 
award of £1 is made individually to 
each man after he has run a full twelve 
months without ‘any mark being made 
against him on the above score. 

Quality Bonus, — Each letterpress 
printer is credited with a certain 
amount for every job he runs against 


various shelters—the shelter system 
having been arranged so that each 
person goes into an allotted space and 
is easy to locate. 

In another company, arrangements 
have been made for pay clerks to carry 
wage bags to the strong room, the bags 
being in suitable boxes which can be 
immediately closed and easily carried 
to safety. 

Four companies spread pay time over 
the morning or afternoon, pay clerks 
going round the shops with the money. 


Saving Time for the Job 
One of the companies points out that 
such arrangements may be regarded as 
economy when a considerable amount 


he ^h ob. 





which there is no complaint or query) | 
either at the time the job is run of» 
later. The actual amounts credited Rr 
vary according to the different runs m 
Payment of the resulting totals is made ^ 
each three months, up to the end of the © 
previous three months, so that there | 
is always a lag of three to six months- " 
between payments. 

Service Bonus, — The printing - 
services, namely, the composing, stereo- ^ = 
typing, photo-engraving, photo-litho, | 
gravure plate making, proving, plate- Ta 
mounting and proof-reading depart- 
ments, receive an amount based upom 
the total bonus earned by the letter- 
press printing machine-minders. The - ; 
amount allocated is divided among the 
various members of the departments m JA 
proportion to rates. 


Clerical Staff —A quarterly office. 
bonus is payable, based on any saving - 
in office costs in proportion to the * 
total sales during the quarter. Previous ^ 
records are consulted in order to 99 
decide upon the average percentage S 
of office costs, and any saving in the — 
actual cost compared with the esti-— MS 
mated cost is divided equally between - E 
the company and the office staff. ag 

Labour from Depressed Aréas——-A — — 
subsistence allowance is made to © 
juveniles brought to Birmingham, in- : 
order to bring their wages up to £17 
per week to meet the cost of lodging ` 
expenses, but over a period adjustment © 
is made to equalise gross earnings of - 
these employees with those of labour 
obtained from local sources. 


of overtime is being worked, since the © E 
time lost in the queue waiting for pay” 
is company’s time and can be quite 
considerable in amount. Also it is 
better that time should be lost by pay 
clerks than by operatives engaged on — 
urgent production work. 


Paying Near Shelters v3 
One of these firms pays day-workens: ES 
wages at two separate times, 2 p.m. and ~~ 
4 pm. Piece-workers, who represent ~ 
the majority of their employees, have “a8 
their wages taken round. a 
One company uses the canteen for 5” 
paying-out, where five lanes of people =m 
can line up for their money. It is near ~~ 
underground shelters. J 






‘rapid expansion on Ge rond: 
on side involves very careful 
ling, it is often though that some- 
or the other the accounting side 
ie business takes care of itself. 
d. it is not until the accountant 
up against a brick wall that 
are taken to find new methods. 
s criticism is not only applicable to 
medium sized business but also to 
ie. of the larger firms. 
hortage of staff due to various 
s such as the calling up of male 
yees, evacuation etc, has been 
:: the reason for the short- 
ings of the system. These are all 
e; but also they may be albis: 
^ cases the real trouble is that 
system was not sufficiently flexible 
ike care of a large increase with 
staff available. — 
"here is one function in the business 
1 must take place and that is the 
ent of wages. Quite a lot of dis- 
isfaction is caused because wage 
kets are either inaccurately com- 
lor late in being paid. 






































































































































































































































ich is flexible, cheap to operate, and 
| the anyontage of utilising any 


| is proposed to illustrate a system. 


a wide variety of industries, 


To Help You With Vou War-Time ‘Problems 


As a business consultant, Mr. Martis has achieved notable successes for firms in 
and by special arrangement, 


BUSINESS is now able 


to offer readers Mr. Marcus's advice on organisational problems, free of cost. 


"Present conditions have brought their peculiar difficulties, 
it down, with all the details you can, 
at the MEGS, of this publication. . 


organisational problem, set 
Mr. Marcus, c/o the Editor, 


person in the org ranisation who is 
capable of using a typewriter to 
help materially in the preparation oi 
the pay roll, should the necessity arisc. 


This Card Cuts Out Queries on 


. Mages 


Most firms have as a basis for the 
payment of wages an attendance card 
on which the employee makes four 
clockings per day, and a card suitable 
ior an engineering works that. has 
installed a bonus system is shown. 

It will be observed that this is a 
plain straightforward card, which can 
be readi ly understood by every em- 
ployee. 1 ‘he fact that it is unde rstood by 
every employee will go a long way to 


obviate many queries after the payment 


of wages. There is only one unusual 
feature of this attendance card, and 


that is the deductions are across the 









but whatever your 
and post it to 


card instead of down the card, and. 
the reason for this is that it will 
greatly facilitate the. typing of. Me" 
payroll. 

It is reasonable. to ask, why is it 
necessary to have a week number as 
well as date? The answer is that should 
the attendance cards get mixed. ihe: 
sorting out into weeks 1s simplified. . 
Further, the week number will be use- 
ful as a summary sheet is kept for. 
each employee, to enable the half 
yearly returns to be made to H.M. 
Inspector. of Taxes promptly at the 
close of the period. 

the 


In most engineering shops 


‘attendance cards are removed from the 


clocking racks on Wednesday night, on 
Thursday morning the hours worked 
are brought down, rated with the rate 
per hour, and the pay roll is prepared 
on Thursday afternoon, so that the 


Cashier is able to draw the wages first 2 


thing Friday morning. | 
To. speed up the process it is. 
suggested that the clock cards should 
be removed from the racks each day, 
after the morning clocking, and the 
hours for the previous day extended. 
The cards will be then returned to the 
racks, before the employee es clock out 
for lunch: In the same -way the 
deductions can be placed on the cards 
during the week, prior to the last. 
clocking for W ednesday night. 
End of-the-week Mad Rush 
© Unnecessary —— | 
The working out of hours does cause» 
additional work. On the other hand, 


most wages departments can afford A ne 


the time in the week to do this extra 
work, and thereby avoid a mad rush on 
Thursday morning to. extend a whole ` 
week's hours with a consequent chance 
of error... : 

Let. us. assume hat we have our 
attendance cards ready to compile a 
pay roll. Usually there is a wages 


‘hook, either loose leaf or bound, and 


all the. particulars are entered from the 
attendance card. The next job is the 
writing of the wages envelopes, and 
certain of the same facts are again 
entered, this time on the envelope. | 
Eus of course is an obvious dupli- 
There is no reason d both 


following set iS eee. 
l. An original pay roll. 
EE. duplicate pay roll, except. that 
it is a sheet oi perforated oe 


paper. o 





















ption of the part played 
cial lighting as a vital ‘tool’ 
ent production. We now, there- 
fore, leave the subject in its broad 
^ sense and come down to the particular. 
^. By this I mean the quality of light 
< as a visual medium. This factor of 
quality is of vital importance. To have 
ample, well-distributed light is 





rti 





is of a nature not best suited to the 
human visual organ. Í 
The perfect light is daylight: there's 
no argument about that. For. this 
reason lighting engineers have con- 
 stantly sought to approximate it by 
. means of various devices. . e s 
Spectrum. Does Not Make White 
ee oa,  Lbht 7 
. ... We don't want to go into technica- 
ities, but the reason why ordinary 
. .(tungsten bulb) electric light is not like 
"daylight is because it is too rich in 








sov. Early attempts to correct this were 


the glass of the light bulb with a blue 
colour, or of otherwise passing the light 
through a blue filtering medium. Blue 


‘filters out the red-yellow rays but, un- 
fortunately, allows the transmitted light. 
to. be overloaded with blue—resulting. 
in the characteristically objectional 


"effect on the human visual sense, ~ 
-.. As a compromise, the use of blue- 
< pigmented reflectors came in for 





vantage of causing the typically harsh 
. blue light, and, additional objection, 
the absorption by the coloured reflector 
of a considerable percentage of the 
total light output. 





come into being quite new types of 
light sources that give a high approx- 
imation to daylight. But these involve 
 .Some capital outlay, and some types, 
notabiy the fluorescent tube, are not 

readily available under present con- 

ditions, |. à l 
What is of great interest now is the 








the pigmented reflector. This achieve- 
. ment has resulted in white light 
. {approximating closely to natural day- 















 .emanating from the ordínary tungsten 
bulb backed by one of these reflectors. 
Convert Existing Lighting 
Thus, with only the addition of 
simple reflectors to his already existing 
lights the user can, with a minimum of 
^. expense and no trouble, convert his 
artificial lighting to ‘daylight,’ with 
l| its attendant advantages of better 
isibility and, more efficient work. 
. The principle of this new develop- 
ment is as follows: The reflector is 
hree-ply glass. One-ply is blue, pig- 
dto the exact tint to absorb only. 
low rays of the tung 

















| of, 
course essential, but obviously a below- 
top result is inevitable if this light 


? red-yellow light rays and too poor in 
. blue’ In other words, its complete 
“spectrum does not make white hght. |.— 


mainly in the direction of pigmenting 


attention but this also had the disad- 


Since those experiments there have 


latest very successful development of. 


um light with a touch of sunshine in it) | 















More work than ever has to 
light and here | is a simple way of using ordinary tun £ 
bulbs with three-ply glass reflectors to give a white light (s 
to. daylight with a touch of sunshine ). 


Work and workers will benefit by it. 


sten light. This blue, however, is. 2. Maintenance of colours an 


blown on to a two-ply of white crystal 
glass (silver-backed) in so fine a film 
that, while filtering the red-yellow, it 
has not sufficient depth to absorb any 
measurable amount of the total light 
output. In other words: while correct- 
ing ordinary electric light to near- 
daylight quality it does not detract 


from the quantity or distribution of the 


light. — 

The human eye of course is con- 
structed to do its best work under day- 
hght conditions. 
that can give approximately this con- 
dition therefore holds a great and 
obvious advantage, And if this advan- 
tage can be introduced at so low cost 
and with such little trouble as merely 
fitting simple glass reflectors then the 
manufacturer has got something that 
should really interest him. 


Six Advantages 


The benefits of such natural ‘white’ 
light are well known.. To the operative 
working under it, it provides:— — — 
1. Clearer definition of all objects 
looked at (ie. better visibility) 





Leaves No Taste or Smell- 


JE have frequently stressed the 
need for every business, especi- 
ally large manufacturing concerns, to 
include in their A.R.P. measures pro- 
vision for on-the-spot sterilization of 
water. 
Experience of H.E. bombs that 
destroy or contaminate water mains has 


confirmed the need for this. 







Any artificial light 


those for use in factories of al 


activated carbon filter which not 






















be done nowadays by a 













natural values "Xx 
3. General benefit to health, be 
eye-strain is eliminated 
4. Definite increases in proc 
because of better visibility = 
5. Economy of installation and 
tenance, because ordinary tu 
lamps of low wattage are used. 
6. Definite economy in current : 
sumption P : 
This last item has not been stres 
but it is a fact that because o 
foregoing advantages which” | 
obtained by. usimg mirrored glass 
best reflecting medium — obtait 
defnite increases in intensity í 
obtained. Such increases may 
utilized to provide more light w 
same wattage or the same inten 
with less wattage. a 
These special reflectors are mac i 
a wide range of varieties, from.s 
sizes for single local light um 
and in all styles from those s 
the Board room, showroon 


















































this time, all harmful bacteria will h 
been destroyed, but the water will G 
should) contain a small amount i 
excess chlorine, thus proving £ 
sufficient sterilizing agent was 
An indicator is provided w 
enables the user to make quite 
this, and if necessary, further ‘ct 
is then added. The surplus chic 
next removed from the water by o 
ing the tap, and allowing the watt 
How by gra into and through 














effectively filters the water, but 
same time removes the taste anc 
e eadal cht 
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By W. GOLDING, Instructor. A.R.P.S. 
i | 
Successful methods used by the A.R.P. organisation of an 


wu Ns 
K "LA > - 


















*e 
EIN such a short survey as this it is 
= Aonly possible to cover a few of the 
= points which may *be of use and 
— interest to others engaged in Industrial 
^ ARP. Leaving aside the question of 
— shelter accommodation, here are some 
m of the details of organisation in an 
T = undertaking with over 3,000 employees. 

_ All the personnel have received 
= training in the various branches of 
CC A.R.P., including decontamination ; 
~ which squads were trained according 
to the Government hand-book and have 
had the opportunity of practice with 
| mixture G2D. 
















































Cleansing Stations 


= 3 Cleansing stations have been built on 
_ the ground floor of the factory near 
+ A one entrance. There were two lavatory 
— blocks, side by side, jutting into the 
open with a passage open to the air 
between them. They were converted 
— to their present use by’ removing all 
toilets but two (having one remaining 
— — in the shower room and another in the 
7 dressing room), “Breeze” block 
= partitions, covered. with stucco and 
~ painted with a non-absorbent paint, 
L7 formed the gas-proof divisions between 
— the undressing, shower and dressing 
~~ rooms. (See illustration below). 

= Each room contained the usual 
— - equipment—first-aid kit, spare clothing 
~ ` jn the dressing room, bleach paste, 
brushes and towels in the shower room. 
Personnel were detailed as follows: 
one trained nurse (from welfare room), 


pud 
Het 
A t e, 
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first-aid posts, the remaining eight 
women staffed the female side of the 
cleansing station. 
Two stretcher parties were attached 
to each F.A.P., while another one 
patrolled the shelter of the factory in 
order to deal with any minor casualties 
that could be treated on the spot. 
The male cleansing station staff 
* consisted of: a man in charge, two 
=- first-aid attendants, two shower atten- 
—-* dants, two undressers, and a clerk, the 
attendant staff being interchangeable. 
Fire fighters, in squads of three, 
were given protected watching posts 
situated on each floor, and were made 
responsible for supervising some one 
thousand square yards of floor space. 
Some of these protected posts were 
constructed of 14 inch brick with à 
concrete roof and viewing slits. When 
the structure of the factory did not 
* it of a brick post, steel "Consol" 
- Shelters were used. There were two or 


and seven attendants in each of the, 


Industrial firm employing over 3,000 men and women are 


described 


three watchers’ posts on each floor, 
situated in convenient corners. 
Although the factory found the 
“Consol” shelter would seat two men 
comfortably, there was not- available 
room for three. Nevertheless, by 
removing the seats entirely, and by 
squeezing, accommodation was avail- 
able for all. ' 
Because of the flat roofs similar 
posts were constructed commanding 
points on the back and front of the 
building, each connected by telephone 
to the control room. As part of the 
normal fire equipment of the factory 
there were ample supplies of fire 
buckets, already installed, as well as 
extinguishers (soda-acid) and sprinkler 
valves also had been installed. 
Nevertheless, as a reserve, galvan- 
ized tanks containing 150-200 gallons 
of water, had been placed in convenient 
positions on each floor and covered 
with a wooden lid. Supplies of sand, 
too, were placed at convenient intervals. 


Reserve Water Essential 


Additional water supplies might be 
taken from any of the storage tanks 
situated in the various parts of the 
factory, which altogether contained 
about 10,000 gallons. 

Number one man of each squad was 
made responsible for the maintenance, 
replenishment, and replacement of 
buckets, sand containers or exting- 
uishers in his particular patrol area. 

Upon the “red” being given, the 
firemen in our factory have been in- 
structed to collect their kit which they 
keep near by. As soon as the signal is 
given they go to their posts. 

When the complement is complete 
the squad reports-to the control room 
by 'phone. Should it become necessary 
to send extra help to any part of the 
building there is a central party 
stationed in the post on the ground 
floor, fully equipped, who may be 
detailed in any area which requires 
assistance. 

The stretcher parties make for their 
post in the shelters, but are required to 
follow the last of the factory workers 
down the stairs. It has frequently 
happened that a slip on the stairs or a 
faint with excitement could be treated 
on the spot. 
` Messengers are stationed at the 
control room and each of the posts in 
the factory shelter, should the telephone 
system fail. 

In this factory, equipment of the 
various services has been issued as 

"An = > ae oh MEL. eS ~ 


follows: fire squads, a blue dungaree 
overall, C.D. respirator, and eye-shield. 
The first man in each squad carries an 
axe, the third man, a torch. 

Further equipment entails, in regard. ^" 
to the stretcher parties, that each man 
should carry a steel helmet, C.D. 
respirator, surgical haversack, water 
bottle and sling. Instructions have been 
issued that every squad should also 
maintain among its equipment a steel 
stretcher, blankets, splints, and a large 
haversack. 


The posts themselves are large 
enough rooms to accommodate the 
personnel and several casualties. 


Stretchers are placed upon wooden 
trestles which act as couches and each 
stretcher, when occupied by an injured 
person, has an empty one standing by 
to replace it. | 

Each post has been fitted with hot 
and cold running water, power points 
for sterilisers or heaters and a tele- 
phone communicating with the control 
room. 

Until a few months ago there was no 
occasion to test the efficiency of the 
various services, and then, one night, 
the building was hit by a high 
explosive bomb. At the time, it was 
usual for us to permit the general 
public to use the shelters at night, while 
we maintained a volunteer staff of 
A.R.P. workers on duty every night. 
Although the bomb demolished a stair- 
case, and blew out a part of the wall, 
the only cases of casualties reported, 
were a few women suffering from 
shock. 


Emergency Exit 
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Mutual 
A.R.P. Schemes 


LL cotton manufacturing firms in the 
North-West area have been advised 
by the Cotton Spinners’ and Manufac- 
turers’ Association to co-operate in a 
mutual support scheme to ensure the 
efficient use of all local A.R.P. services 
in the event of bombing, according to the 
Annual Report óf the Association. 

The object of this arrangement is that 
whére a mill is bombed but the local 
municipality remains untouched the 
latter's personnel will come to the aid of 
the factory personnel. Should the reverse 
be the case the factory will give aid to 
the municipality. 

It has been found that the roof. “spotter” 
system was open to various objections, 
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ing A.R.P. Organisation in- 
Factory and Office . . 


This special supplement to BUSINESS has been prepared for us 

by the Editor of A.R.P. and A.F.S. Review, The Civil Defence 

Journal. Material aids to establishing an efficient A.R.P. service 
are given 


particularly. in the weaving industry, 
These objections centred around a short- 
age of trained spotters, the varying 
heights of buildings, weather conditions, 
and the lack of co-ordination between 
“spotters” on neighbouring mills, 

As a result of discussions between the 
Association and the Regional Commissioner 
for the North-West, Sir Harry Haig, ex- 
periments with systems of “district spotting" 
have been tried by various towns. 

These were based upon expert “spotters” 
on the outskirts being in constant touch 
with a central point, from which a warn- 
ing could be given simultaneously to mills 
and other buildings in the district. The 
experiments are reported to contain the 
elements of a satisfactory solution. 





How to use a Sandbag on a Fire Bomb. 


In this illustration, taken 


from an excellen: leaflet 


entitled ** How to Smother a Fire Bomb,”* a method 
of grasping the sandbag in one hand is shown. The 
sandbag can be controlled more easily by this method. 


Blasts on Whistles 
Now Mean Fires 


HE scheme whereby wardens in the 
London Metropolitan police district 
now blow their whistles only to indicate 
that fire bombs are being dropped in the 
area has been extended to the rest of the 
country. 

This order is the result of a change of 
policy on the part of the Ministry of 
Home Security. Previously whistles were 
blown to indicate imminent danger. 

The order applies throughout the day 
and night, and the blasts of the whistle 
are short and sharp. Long blasts will 
only be blown to reinforce or replace the 
siren signal. 

The Ministry of Home Security, in 





"This leaflet contains many very instrnctive ideas, 
ingeniously illustrated. A copy will be sent free 
to responsible executives who send a stamped 


addressed envelope to the publishers, '"The Gordon 
Proce '"" 1n Gt Reidale Qiraat T (54 


advice to civilians as to what to do when 
the air-raid sirens sound, says: 

"As the warning is now treated as an 
'Alert' only it is open to any pedestrian 
to go on his way, but he should be pre- 
pared to take cover if he hears guns or 
bombs or enemy aircraft. 

"When there is reason to think the 
enemy is near it is the duty of all civilians 
to avoid taking risks, not only for their 
own sakes, but also for the sake of the 
Civil Defence Services, who will be called 
to look after them if they are injured." 


Fire Fighting Books 


(1) The Fire Parties’ Hand Book. Jordan 
and Sons, Lid. 16 pages. 6d. 

(2) Fire Watching, by John Burke. 
Hamish Hamilton, Ltd. 16 pages. 6d, 


WELL illustrated summary of fire- 


watching duties is contained in the 
Fire Party's Handbook. 


Beary avrnhlamn €het io Ebal tr nanfeans 


the fire-watcher is set forth and answered 
in terse language. Hints on rescue are 
also a feature. 

A full explanation, including its legal 
ramifications of the recent Civil Defence 
Duties under the Fire Prevention Orders 
is set forth in Fire Watching. 


Aids to Spotting 


T is certain that a great number of 

people engaged in spotting for works, 
ofhces and large buildings in this country 
have received no systematic training. This 
state of affairs is likely to continue, chiefly 
on account of the volunteer basis on 
which it is run. Any help that can be got 
from books and the like is therefore to 
be welcomed. Mr. Chichester is as wel! 
qualified as any man to do the job and 
he has turned out a very handy little book 
(1). 

About half of it is devoted to an 
exposition of the officially taught WEFT 
analytical system of aircraft recognition, 
The rest of the book deals with such 
important incidentals as the organization, 
equipment and desired data of spotters in 
general: and to the incidental arts of 
spotting on which he bases his all im- 
portant estimates of what is likely te 
happen next. 

More attention might be paid to the 
use of acoustic devices for spotters for 
this winter and night bombing have 
brought home to us the limitations of 
purely visual means, The importance of 
listening is implicitly recognised by the 
Observer Corps with their "Hearker's 
Clubs.” News of these is obtainable from 
the Aeroplane’s new weekly offspring, the 
Spotter (2), produced with all the tech- 
nical competence of the parent paper, It 
is a valuable means of keeping refreshed 
and up to date. 

A further book (3), gives more detailed 
information—it is attractive and well 
illustrated, contains photographs, scale 
diagrams and full structural and descrip- 
tive details of 87 different aircraft, among 
which are represented those of Great 
Britain, Germany, Italy, France, Poland, 
Holland, Belgium and U.S.A. in that 
order. In some cases double—and even 
treble—page plans are provided and views 
from four different angles are given in 
each instance ; 

Because of the clarity and size of the 
photographs distinctive details can be 
easily picked out if and when the planes 
are actually seen. 


(1) The Spotter's Handbook. Francis 
ADFERT Allen and Unwin. 1941. 
5/-. 


(2) The Aeroplane Spotter. Temple Press. 
3d. weekly. 

(3) Aircraft of the Fighting Powers. D. 
A, Russell. Harborough Publishing 
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HESE are days when business 
employs small economies, although 
.on the other hand economy in 
mall items must not be carried to 
ie extreme of disregard of economy in 
he and convenience. And a watching 
tem as well is worth while to avoid 
ch cases as that of a clerk in Whose 
k the head of a small business 
ently found a six months' supply of 






ugh for half the office staff, a 
ver full of assorted scratch pads, 
[four boxes of rubber bands which 
re brittle with age. 

What are the objectives of an office- 
plies economy campaign? 


BR of fewer uppi 









































4) Reduction i in ‘total a and in 
ey tied up therein. 

) Prevention on the other hand of 
rtage and consequent inconvenience 
d extra expense. 

(6) Utilization of hitherto waste pro- 
cts. 


inding a Method of Control 


ther carelessness or too much red 
pe in giving out supplies is likely to 
sult in overstock and waste at the 
dividual desks. Office supplies deserve 

ecords and safeguards as accurate and 
s simple as accounts and cash. To 
ake sure on this point is one of the 
st moves in putting office expenses 
iere they belong. It is simple enough 
"the concern where a trained stores 
rk can give all his time to the work; 

some of the methods worked out 
maller offices, where the keeper of. 
ick has a half dozen other duties in 
he way of manifolding, buying, des- 
tching, indicate the direction for 
etter control even. where the stock- 
oom is merely a desk drawer and a 
elf in a cupboard. 

One of the most perplexing TIR 
every business house is to fnd a 
oper.method for keeping track of 
inted forms, different kinds of 
jonery, and other small office 
pplies. An inventory system becomes 
great saving in the case of expensive 
pplies ; and even in small articles 
ch as pins, pencils, rubber bands, 

nd the hundred other articles that 
ery office requires, economies may he 
ought. about that | are well worth. 
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| How The System of | 
“Pay” for Its Supplies’ Works Out 


p nis 


"A" grade stationery, pen points 


standard items. 






One, ce head adopted the standard 
em in use in factories. oper FA hát 





a new lot, evolved a stock- 
keeping plan that suits the small office. 

He had a closed stationery cupboard 
constructed under a stairway, con- 
sisting of a series of shelves of uniform 
size, divided by upright 
spaced to suit the various items. 


The 


‘spaces between these uprights may be 
or numbered. Cards 
the 
stationery clerk, and placed in alpha- 


lettered 
printed 


either 


were for the use of 


betical order in a loose-leaf card tray. 


As printed matter is received form the 


printer, it is turned over to the 
stationery clerk, who enters the name 
or number of the form on the card. 


He then re-wraps the job in smaller 


packages, 50 to 100 copies in each 
package, and numbers them. These are 
then placed, the smallest package 
numbers at the back and bottom, in the 
proper compartment of the stationery 
closet. | 

On the back of each supply card the 
minimum and maximum to be kept in 
stock may be noted. As the stationefy 


clerk receives requisitions for the 
various forms he fills them with the 
numbered packages, noting on the 


card the data from these requisitions. 


Packages are wrapped to contain the. 


most convenient quantity. Blanks or 
forms of which a large number are 
used in a short time, are wrapped in 
larger packages than others. = . 

A. skilful clerk will find many 
advantages in this plan. As he re-wraps 
he counts one package in five or ten as 
a check on the suppher. By going over 
his card record for the past year Or 


more, he learns what quantity: to order 
to last à certain time. | | 


Working with the office manager, he 
can keep ‘down the amount of money 
tied up in forms which are likely to 
change and, place orders which will 
secure all the advantages of price on 
Whenever he wishes 
to verify his running inventory, he has 
only to count the wrapped packages 
and the one broken package. To 
arrange his piles in tens, makes it 
easier, and he is thus enabled to check 
on any unauthorized disturbance of 
the stock. During any absence, he can 
leave the key with the head. of the 
office, assured that his card index will 
enable the manager to find any item in 


case of emergency. | 
Stationery Supplies on “Credit” 


Even in offices of large size, one of 
the greatest sources of losses often is 


the matter of storing and distributing 


supplies. In remedying this difficulty, 





aving Every Department | 


partitions 


roomy aisles between. 


purchasing 


coins, good at the supply 






He gathered all supplies into a general 
storeroom and put a man in charge. 
Each item was charged up against that 
department and, totalled each "month for ` 
comparison with records of other 

months and other sections. In effect, 
the storeroom was a business, retailing 





















supplies on credit to the various 
departments. — 

Re-organization of stores was carried 
still further, however. Instead of 


ranging shelves about the walls, they | 
were carried up in uniform stacks. with | 
Stores were 
classified and sections assigned to them. 
Sections were subdivided into units 
large enough to hold the maximum 
supply of each item vet not waste 
space. Pencils, papers, forms, clips 
and so on, were kept in their original 
packages. 





The Balance of Stores Clerk 


To insure a proper balance of 
supplies a  "balance-of-stores" ‘clerk — 
was installed: Loose-leaf books were. 
provided for “Office . Supplies and 
Other Price Stores," "Unpriced Stores" 
and ^Unclassified Stores." In one or 





another of these books every item in 
stock had its individual sheet. 


Nothing 
entered or issued from the storeroom 
without a "stores-received" or “stores 
issued" slip being sent to the clerk. 
From this slip entry was made in the 


proper book, in ordet to show at any 


time the quantity on hand, The maxi- 
mum and minimum supplies were. all 
set down. When the supply dropped to 
the latter n the clerk notified the 

gent to order more. | 


Wherever the spirit of the organ- 
isation is loyal, any plan which enables 
each employee to see what supplies 
cost the firm results in a worth-while 
economy. At the outbreak of war one 
progressive office curbed its expense 








for supplies by allowing each depart- 


ment a certain weekly appropriation 
for such purchases, equivalent to 66 
2/3% of the previous year. Aluminium 
‘window for 
threepence, sixpence, one shilling and 
five shillings, are issued to each depart- 
ment head on the first of each month, 





equivalént to 663% of previous con- 


sumption, No material is issued to a 
department except for strictly “cash” 
payment. A bonus is paid to each 
department in the form of a commis- 
sion on all such “money” remaining 
unspent. So pronounced is the 
disinclination to part with cash, that 
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j| PRIMUS 
Continuous Stationery PHEVENTS 
CONSTANT WASTE OF TIM | 
aligning, interleaving. extracting. ete. 





go In these days of reduced staffs and shorter office 
Se hours, the saving of time effected by Primus 
Continuous Stationery is doubly precious. The 
speed, economy and convenience of this time-saving 
billing system have been tested and proved by 
prominent business houses throughout the country, 
and every day more firms are adopting the Primus 
system as a logical solution to wartime problems. 
Get full details now from:— 
Handier 





Za to Record by Hand D PI Km 
Ase lg arte r-BDa UUs Lid 
PRIMUS AUTOGRAPHIC REGISTER ] 
lo nagother aid to efficiency in Zour organisation! For HAND. Queen Elizabeth Street. London, S.E.1 
with Continuous Stationery ensur the me speedy, smooth 


a copy r " ) T - 
provides your auditor with a check on each transaction. Telephone d = ^ H j HOI 0204-3-6 
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-DAY every executive finds that 
he, personally, must tackle many 
ore jobs than formerly came within 
daily routine. He finds his work 
ut up" and he is often compelled 
Ap from. one important thing to 
ler at very short notice. 

s sort of shuffle-about rattles 
people, dd them off their stroke 


uns sort of situation, and pore 
, if any, can be offered to the 
r who is bothered with this con- 
sing pressure of affairs? 

n order to try to find out we inter- 
'wed an executive whom we know 
ell as an exceptionally experienced 
d able man; and we also consulted a 
ctising psychologist. Here is à 
mary of the two contributions to 
“subject. 

he business executive, like many a 
cessful man, could not at first outline 
hing definite about his methods. 
is efforts were instinctive, subcon- 
us, he wasn't really aware of them, 
“we had to dig carefully by means 
simple but very close questioning. 
In the end it became absolutely 
ear that, whether he realised it or not, 
is man worked on a very definite 
-He challenged everything that 
up for attention with the 
aon : "How important is it? By 


hat he also meant “how urgent is 
po" 


Select—and then’ Concentrate 


urately assessing these values, and 
en he selected a thing on the basis 
this valuation: he simply blanked. 
mind to all.else and bent his energy, 
kil and speed to accomplishing that 
ob. It may be a httle job or a big 
b, it makes no matter, he just does 
hat job. 

A one-track mind? Certainly not: 
n't-ever confuse that sort of faculty 
h the so-called one-track mind. If 
want a good description of this 
er affliction Emmerson gives it in 
s phrase: “A foolish con 

| fs d of the 


deicy" Ete tj cost us a Neate! 
thousand casualties a day, with results 
in inveroe p d 


fe possessed the faculty of very- 


Most executives now have to handle more jobs in less time than 


l formerly. How can it be done? 


It's not easy, but here are some 


è hints that will help 


From an Interview with a Successful Executive, and a Practising — 


Psychologist 


effectively and speedily with each in 
its proper order is an extremely 
valuable type of mind. It is the type 
of mind that not only gets things done 
but which also maintains equanimity 
of temperament and well-being of the 
body. Why? Because such a man is 
the. master of his nerves, 
harassed sérvant of them. 
Well, there was little else to be got 


Qut of that executive. He just did his 


job that way. All very simple, isn't it? 
That is one of the hallmarks of the 
really efficient man. Everything he does 
looks. SO easy. 


Know You Can Do Itt 


Now what ioe. the psychologist say? 

“The majority of failures in life-may’ 
may be attributed to want of confidence, 
to procrastination and to a lack of 
concentration and order." 

We quote verbatim m 
man's phrases because he put 
well. : 


"To do a job, any ‘job 
is absolutely essentia 
deep down within. yourself that 
can do it, (this is specially valuable to 
young executives). and. (b) then to 
devote your whole energy to doing it. 















You’ cannot bend this whole energy 


unless you debar all else from the mind 
at the moment. In other words, you 
must cenceníirate. Ms 

"How. can one concentrate? Conca: 
tration 1s a movement of the attention 
within a circle of ideas related to the: 
main idea: the idea of Pie job to be 
done. 

"Think of it this way. Imagine a 


circle, this represents all the various | 


ideas whích can be brought to. bear on 
the main idea. Let the main idea 
represent a point at the centre of the 
circle, The problem is how to bring 
all the lines of thought from the cir 
ference to the central point. 


this 1s solved, concentration is achieved. 


"That may sound a bit crude and not 
very helpful. Nothing in it you'll say. 


not the | 


- appear. 






Paf on ce o there is a very 





course, 
more complex than that. But it is a 
thoroughly good working tool. 

"Now when jobs come up, select the 
one you will do first then use your 
imagination. Visualise 1t at the centre of 
that. circle and concentrate vour mind's 
eye bang on it. Don't be put off. If 
you find creeping into the circle the 
fear or the thought about some other 
job equally urgent, that you are 
allowing to wait while you do this 
present job, shut out that thought: 


shut is out by bending all your con- 


scious thought into the centre of the 
circle that you can see there plainly 
with the mind's eye. Let all else go 
to hell if you like to put it that way. 
But think so hard of the job right 
there in the centre of the circle that 
side-tracking thoughts just cannot get 


in; and they can’t get in if your mind 


is fully occupied. Refuse absolutely to 
wander or be side-tracked by the pull of 
other jobs. You'll be sunk if you allow 
. that to happen. 


Be Boss Of Your Thoughts 


“Of course it will happen at first; 
you haven’t got the technique for 
stopping it. All this free play of 
haphazard thoughts has been your 
master up till now: it will take some 
time to assert your rightful place as 
boss. But you can do it; and that, 
roughly, is the way to g0 about it. 

"You will work faster and get more 
positive work done by thus doing one 
job at a time, and doing it properly, 





than by any amount of haphazard |. 


stabbing. first at one thing then at © 
another... ^. 

-*There’s no easy, free-of-trouble 
method of. rebuilding- a comparatively 
undisciplined mind into an orderly, 
smooth-working efficient mind. There’s. 
no lamp-rubbing to make the genie 
Training the mind to work 1s 
hard going. It takes practice—a lot 
of it. But believe me, there's nothing | 
more sure than that any normally 
constituted person can build his mind 


AC ontinued on. ge 32Y 





















because real concentration is 6 








.. Ordinary carbons tend to CURL up because the 
' carbon side and the tissue , 
side are not BALANCED. | 
Curled sheets are hard to 
handle and usually “ tree.” 
This means waste and 
duplication of work. 























YOU CAN ELIMINATE THIS WASTE 
WITH THE BEST 
. OFREX BRANDS 
because the TISSUE side is 
specially treated to make the 
paper lie FLAT UNDER 
ALL CONDITIONS. 


Ask for samples. 


* + £ 
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OFREX CARBONS give all that you ask in the way of fine, 


A 





sharp copies, toughness, durability, and clean handling. 
They give more besides. They give you ‘flexibility’ : a. 
quality which cuts out the number of weights and 
varieties you need to stock; which reduces wasteful 
carbon-changing ; which simplifies all carbon copy work. 
While our Tax Free Stocks last OFREX CARBONS will 
cost you less than you would expect. A card brings free 
samples. 








OFREX LTD., I5 





Let us he 


For firms engaged on 
Admiralty work, Munitions and 
multiple demands of Gov 
Contracts we are very well 
indeed to give every service. 
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Wilkes Commercial and Industrial 
Stationery is controlling production 
and records over a wide field of 

to-day's industry, It is doing its job- 

well But for those essential orders 

we are always prepared to do just a 

little bit more in a little less time. 


















: Type ESA, 





! Hand Operated, 


Mark your order PRIORITY, quoting - This well-built mach ne, with a sealing s 
Government Contract Numbers and - | 180 envelopes per minute, has proved its 
we'll deliver the goods. for the average mail room, _ 
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Automatic feed. 


JAMES WILKES LIMITED 
Commercial and Industrial Printers 


_ BILSTON, Staffs. Phone 


























Budget Controller | 
{C Mu from page 13) 


20th of the month (why not indicate 
ja new approach to debtors instead of | 
[the old stereotyped letters?); he. may © 
remind the buyer that the ratio of ra 
material to finished goods is too hij 
(why not institute a system for t 
buyer?); he may indicate to the work 
manager that the work-in-progress can 
not satisfy the increased demands | 
|notehave a recognized hour eaéhday ^. i, 
f tò show him your methods of achieving p 
| sontrot?); he may suggest to the sales 
| manager that too many of grade VA. 
| products are being sold compared with 
IM grade “B” (why not show him your 

| instructive graphs?); and all these men 
have to be approached in their way— 
not that of the budget controller. 
Reminding is not enough. He must be 
forceful enough to find out definité 
reasons for failure to keep to the 
budget standard, and to act on the 
information obtained. The whole cash 
position may be jeopardised, especially 
in à rapidly expanding business, if 
budgets are set and no check-up 1s 
made till the end of the month’s figures 
are out. 

A bending of one’s personality to the 
accountant, buyer, works-manager and 
sales-manager is not easy but it is the 
only way to get things done at the 


=MCLO” Mftg. Co. 
| proper time and at the proper. COS hS— 


A d London, N.W.6. 
iptherwood 5 h | and that is why a budget 1s compiled. 
TENET E Pm oS al ate ais tea ENS cpa area enon Sao and should be ‘controlled. 


UE EE 
BLINDS! 


(With Wire Mesh) | | 
by n 


a Gt. Portland 
Street, W.1 






DON'T TAKE | 
THE RISK 


of second-rate : 


















THE 


GENER 


ACCIDENT FIRE AND LIFE 


ASSURANCE CORPORATION, 
LIMITED 













































offers competitive terms for 
insurance of all types of motor 
vehicles. Assets of £21,000,000 
guarantee absolute security; 
180 Branch Offices ensure effi- 
cient service everywhere. 


| E (Patents pending} 
-illustrated 13/- delivered; 

UU 17/6 with Back Rest. 

METAL CONSTRUCTION 

>. {except seat). - 

KER COMPARTMENT UNDER | | 

SEAT (hinged to form cover). | 
i BE CONSTRUCTED & MADE | 

TO Cl ISTOMERS’ OWN HEIGHTS & 

i SUGGESTIONS, 


















More motor vehicles are insured 
with the "General" than with 
any óther Insurance Company. 












Chief Offices— 
General Buildings, Perth, Scotland 
General Bdgs., Aldwych, London, W.C.2 

























{Government Wants Those 
Idle Office Machines 


Office machines of all kinds—type- 
writers, adding and calculating 
machines, etc.—are urgently needed by 
the Government. To import these 
machines means using up valuable 
shipping space. If, therefore, you have 
any such machines not now being used, 
H.M. Government. would be glad to 
have offers to sell, hire or lend. Offers 
should be addressed to: — HM, 































Don't Waste Sunlight this Summer. 


Langham ISTATIONERY OFFICE, SUPPLIES 
! DIVISION (S.3.), PRINCES STREET, 
by Blacking your e Windows 2433 LONDON, S W.i. 


ee a eg ean curie PN NI An Be D aaron re Pee tore rar NMMMMMMMMEMRMERMEMMMEMMENEMMNMIMNMUNRNNE IEEE a e ML LO AON A HEIL OA 


MUSIC SPEEDS. 


RELIEVES MONOTONY-* BANISHES DEPRESSION + EXPELS FATIGUE 


— Government departments, supported by the B.B.C., are urging the broadcast of music in industry to 
speed up production. Already many large firms are using Dictograph Sound Installations. Information, 
demonstration, survey, estimates, or rental terms — free on request. Twenty-five years’ experience at 
your disposal in manufacture, installation and maintenance. A test gladly arranged i in your own works. 





IXetype factory 
speaker 


*7 FOR MUSIC IN FACTORIES - STAFF LOCATION 
| DICTO IG R A P H S 0 U N D i N STA L LATI 0 NS CONTROL OF STAFF DURING AIR RAIDS - t w l 
(Dictograph Telephones Limited) ADDRESS TO EMPLOYEES. 5 3 m 
ABBEY HOUSE, WESTMINSTER, S. W.I - AURELIA ROAD . . . CROYDON  BYACLAR AND. SABOTAGE. 
arc ee l l " Tho 2427 (rines. E Ep PRU T WARNING DETEC oR 
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5d If you have any difficulty 






PAY ROLL 
coor from page 20) 


convenient number of perforations 
age is in the region of twenty, as 
md this number the sheet is curn- 
ome to handle, and there is a 
lihood of the copy slipping. 

_As the saving of stationery. in war 
“1s of paramount importance, the 
yp. copy could be printed both, sides. in 
tumbler fashion, thereby saving one 
hee of paper. The pay roll should: be 
-copied from the attendance cards and 
the gummed .perforated sheet is then 
torn into strips along the perforations 
and each strip stuck on to a trans- 
parent wages envelope. 


. At this point another saving will be 
effected, as the transparent wages 
envelope does not require to be printed. 
Juniors can do the sticking: and pro- 
vided that they do not lose a strip, 
they cannot go wrong. 


c The method of placing the strip on 
» the envelope is rather unusual: it is as 
follows: The amount of nett wages 
should be so placed that when the 
envelope is sealed, the flap seals over 
the nett amount and increases the 
difhculty of defalcation. 


This system is flexible to a degree. 
Should another hundred or so employ- 
ees be engaged at any time the 
additional writing up of the pay roll 

7 merely. means that one of the girls in 
—the invoicing section, who has an hour 
to spare, helps on the pay roll. 


Since no mistakes can occur in the 
writing of, the pay roll envelopes, con- 
siderable time is saved both in the 
physical effort of writing, and in the 
time lost in finding an error due to 
faulty copying. As a result employees 
are paid on time, and they have every 
piece of information on their pay 
packet to show how it is made up. They 
like the system. 


Why not try this method of doing 
your pay roll for a month? 




















VENUS PENCILS are 
incomparably smooth and 
long lasting, their standard 
of quality never varies. 


MADE IN ENGLAND 
KNOWN THROUGHOUT THE 
WORLD. 


in being supplied, write 
direct to the address. 

















Inevitably many of our trained sales- HL 
MI men have gone into the Forces, but we and Plant. 
E shall want “hem after the war. Before iV. Compensation. 
each man left, therefore, he was given V. War Damage. i 
a guarantee that, on his demobilization, Vi. ‘Forms and Precs dents. | 


| he would either be given back his old 
| job, or be assured of similar employ- 
| ment for a minimum of three months 
| while adjustments are made. The latter 


| majority of'our men back again as, by | 
i Planning for the future, we > already |t 






vitally affects every business in the 
Kingdom. it is essential to have i 
the actual text of the Act, But t 
by itself is of little use without 
and Orden me under it and i 


(C ontinued from page 18) 

























are immediately: available that show : 
sources of supply, full details of 
suppliers, prices and price trends, | 
whether we are already using it, any | 
particular snags about it, notes about | 
materials that could be used as 
substitutes, etc., and so on. 

If it is suggested that we take up, 
say a new tat trap, available statistics. 
at once tell us how many rat traps per 
year are already sold, what firms make | 
them, where the bigg gest sales are, | 
prices, discounts, what advertising is į 
done, who does it; and so on and so on. 
The statistics tell us all about the rat 
trap business. We can weigh up the 
situation on the spot. 

We might want to know what pro- 
portion of, say, motor boats are fitted 
with outboard motors and what pro- 



















































Edited by JOHN BUR 






portion with in-board engines (a) 
petrol (b) oil. We can tell in a few Barrister-at-Law. 
minutes. 


Editor “‘Loose-Leaf War Legi 
Assistant Managing Editor “H 
Laws of England" (Hailsham 





The question might arise : what is the 
trade in this country for private electric. 
lighting sets? We can tell total volume; 
what firms share that total, and to what 
extent each; what they pay their sales- 
men; how many types and kinds of 
sets they make; who buys them; etc., 
etc. 











is a complete collection of aH 
Rules and Orders relating to wi 
and compensation. Full annota 
Acts and Orders explain the m 
the text and the relation of o 
the others, A Preliminary Not 
group gives an invaluable general. 
A single comprehensive index 
whole subject. — | 




























Information Must Be Inst- 
an tly Available 


But to amass ‘information of this 
kind would be of no use whatever if we 
could not find it when we want it, We 
therefore use the machine punched 
card system of analysis. It is unneces- 

sary to. describe this to readers of 
Business. The enormous number of 
classifications. that can be maintained 
and automatically selected at high speed 
"when required is of course understood 
by all progressive executives. 












with hi 
with the- 








Vitally Important: 
Trained Sales 


Retaining 
Force 


In a company dealing with technical 
and scientific products “the: importance 
of having a carefully trained’ selling 
force of able men will be appreciated. 






Housing and Essential - 









ALWAYS ve of addita by 


qualification was inserted as an obvious 
safeguard to the company while at the 
same time affording a concrete offer to 
the salesmen. 


We sincerely hope to see the great 


and attractive 














N pretty wall” every business it was 

always a fact that E speed up the. 

handling of the mail (both "in" and 

"out" mail) meant that you helped to 

speed up the tempo of the w hole day's 
business. 

In peace time the Post Office worked 
fast, and delays (if any} in the passage 
of business correspondence were due 

almost wholely to dilatoriness on the 
part of executives and staffs of the 
firms coticerned. 

To-day, as we all know, 
Office cannot guarantee speed. lt is 
therefore more than ever up to 
business executives and their staffs to 
put all the speed they can into the 


Every minute 
yields full 
results when 
work is organ- 
ised by the aid 
of 






the Post 





handling of mail within their own 
offices. 
re dr ceu UE _ The Post Office constantly plugs its 
; S.O.S. injunction to “Post Early— 





Before Noon." But from the business 
point of view it is not enough merely 
to post early in the day. You've got 
to inject.the speed right from the point 
at which the in-coming letter arrives. 
| At the earliest possible moment that 
letter must be routed: to the man it is 
intended for, so that he can get action 


LL-BROOK TIME RECORDERS LTD. 
38, Empire Works, Huddersfield. 








TUUB on it. The necessary action must then 
s ADDING, be prompt—a é way through to the 
2 LM stamping or nking “of the finally 
CALCULATING sealed envelope containing ‘the reply. 
(s. 7. — OR With all that attended to then you can 


ensure that the “post early" part of the 
routine is properly observed. 


Watch the Second Delivery 


correspondence to-day is the slow 
initial routing of the in- -coming letters, 
Late though it often is in arriving the 
first delivery of the day generally gets 
distributed promptly. Often executives 
are in their offices before the postman 
arrives so they are on hand to exercise 
plenty of pressure to get their first mail 


SALCULATORS LTD. 
: Governing Director ; A. E. Low 
HOLBORN VIADUCT, 
iibi EC 

c^ CITY 4093.4." 


WILL ADVISE YOU AS TO REAL 
MARKET VALUE. 






FIRE 


This new RELY-A-BELL alarm is 
spotter, on duty 24 hours in every day. 






taj Carter 
PON i ; 
: Carries 


f needs more than a 
war to halt the sales of 
S Carter's 
AÁccounts''! 


"Rüdvanced 
leads the field, 





active duty. Thus man power is 


He = still 
And 


bo keeping and Accountancy for reference 
er study. 


— FOR THE BEST 







 BUBGLAR | * FIRE 


BOOKS ON BOOK-KEEPING 


Where do delays oecur? In order to act on. the Post Office Moda, 
“Post Early!" it is necessary to deal quickly with all deliveries of 


incoming mail as well as speeding up out-going correspondence 2 


frequently changing nature of staffs | 


One of the greatest causes of delayed. 


aa PA Sp p MEER A Rasse vm rrt is oe Ap et trae Nee Hon nerd numer tn! 


FIGHTER 


information when and where fire bombs fall. 
fighting patrol stays safely under cover until required for 


vigorous action assured when the time comes. for it. 
now for details of this new and timely KE 
alarm. RELY-A-BELL will be pleased ud 


information to responsible parties. 


Write or "pine 


MARE co. s E 











the moment it does come in. But: 
because of the almost total disappear-. 
ance of. internal messenger services 
later postal deliveries are frequently 
neglected. In my visits to firms in al 
parts of the country I have bee: 
amazed at the number of times I hav 
seen letters lying about at recepti 
counters because no messenger 1s ava 
able to take them to somebody who c 
get a€tion on them. 

I am certain that, 






















































because of the o c4 





these days, not sufficient trouble is Cio 
taken by managements to fir respons- d 
ibility on some person (prefe rably nof 
an inexperienced junior) to watch over 
the incoming mail. If the clerk 
appointed for this duty leaves within a 
few weeks then saddle somebody else” 
with the responsibility : see that this is 
never neglected. lum 
We are all a bit too much inclined to Xu 
use the war as an excuse for our short»; 
ee and particularly in regard to. 

ur delays in dealing with correspon- 
dh It's a quite safe excuse; the 
correspondent cannot check up on us. 
But bad as it is, the war isnt 
responsible for everything. 

In these times ito is probably | 
impossible to find any system of office: 
routine working at full efficiency. -But 
at one firm that I visited recently. I 
did find this matter of correspondence 
reasonably well dealt with. 





Make One Person Responsible 


A woman. clerk. in the accounts 
department was given the extra 
responsibility of supervising the in- 

coming mail She was '"de- centralised" 

from her department (the nature of her 
work was adjusted to allow of this) 
and accommodated with a desk and all 
necessary equipment for her work in a 
corner behind the reception counter on 
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the perfect. fire 
It gives immediate 


“The fire | 


conserved | and more 
Send 





w 
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the ground floor of the offices. 

[n the morning she (with the 
reception clerk's assistance) opens the 
first delivery. She then acts as 
messenger and. delivers the opened 
letters to the appropriate -executives. 
That looks after the first delivery, but 
her special value operates to greater 
effect during the rest of the day. 

The moment subsequent deliveries 
are made, no matter whether they are 
postal or hand deliveries, this clerk 
personally takes them immediately to 
the persons for whom they are 
intended. In this way on many and 
many an occasion, | was told, it has 
been possible to get action that day on 
a valuable order when otherwise a loss 
of—probably 24 hours might have 
occurred. 

If anyone, therefore, feels inclined to 
criticise this arrangement of interrup- 
ting the work of a responsible clerk 
merely to act as distributor of corres- 
pondence let him first take into con- 
sideration the potential value of the 
girl in this capacity. 

At a time when all too often 
customers suffer annoying delays and 
when it is fatally easy to lose the 
goodwill that one's company has taken 
vears to build up, surely an unorthodox 
arrangement that very much reduces 











Cheerful company of typists, willingly co- 
operating with the Post Office by getting 
their work out quickly, Don't keep them 
waiting, idle 
(Continued on page 32) 





With Dictograph Telephones installed the Chief 
+ Executive can communicate with any depart- 
ment direct — by a simple flick of a key. All 
departments can also communicate with one 
another, but executive calls get priority auro- 
matically. A representative will gladly call to dis- 
cuss possibilities. Information, demonstration, 
survey,estimates orrental terms—free on request. 







IMMEDIATE TELEPHONE CONTACT 


LOUDSPEAKING—NO SWITCHBOARD—NO DIAL 


QT" 
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ME: ERNEST. BEVIN is now issuing to 
factory workers and employers 
an excellent booklet bearing this title. 
He emphasizes two excellent hints for 
health :— 


“KEEP FIT to resist the attacks of 
germs. Illnesses are most common in 
Winter because we get less sunlight." 


“WE MUST ATTACK THE GERMS. 
Their numbers are reduced by keeping 
windows open and good ventilation." 


Fighting 
Fit 
in the 


in both these directions, employers and their MA me 
ees are getting great help from using Hanovia Ultra- 


violet ray lamps. 


As a means to keep fit, regular 
sunbaths with Hanovia sunlamps are 
*keeping thousands of workers toned, 
energised, and fortified against 
illness. All branches of industry, 
Civil Defence, and the Fighting 
Forces are represented among the 
users of welfare Solaria. You can 


"m ^ 
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illustrated brochure 
'" FITNESS IN INDUSTRY.” 


Getting rid of germs is a difficult 
matter in blacked-out buildings, 
when Winter epidemics are rife. 
Much help can be afforded in build- 


installing the Hanovia Air Sanitizers. 
Kept in continuous operation at 
minimal running cost, these units 
generate bactericidal ultra-violet 
rays which destroy germs beforet 

can spread infection. For a full 
description of this important new 
development, ask for the booklet 


“AR BORNE INFECTION AND 
AIR SANITATION.” 


o dus 


” 


HANOVIA 


| 
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(Above) Tonic sunbaths at W olsele, 


Motors, Ltd. ; SLOUGH 


(Below) Air Sanitisers operating im a 
pharmaceutical laboratory. 


London Showrooms: 


3, VICTORIA ST., S.W. 1 
Agents throughout the Empire 


The Specialists in Ultra-Violet Equipment 


Write soon—and please use your 
business heading 








Executive s. Instrument 


DICTOGRAPH TELEPHONES LIMITED 


Abbey House, Westminster . ABBEY 5572 (3 lines) 
Works ar CROYDON and Branches at GLASGOW, BIRMINGHAM, MANCHESTER, LEEDS, NEWCASTLE, 
BRISTOL, CARDIFF AND DUBLIN. 

A.R.P. Consult Dictograph on Telephone and Sound systems for A.R.P. and 

asf. 
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obtain full facts and figures in our . 


ings of suitable construction by' 
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For urgent 
Government work 














„Modern Accounting 
. Machines 


5 din g & Listing 


Machines 


ama ratria umi iat —— 


Calculating Machines 


hese machines are required for 
nainly in Aircraft and Arma- 
nt Factories for the production 
"Payroll 
Purchase Ledgers 


Records, Stores Ac- 


20 ee - Machines should 


ain good mechanical condition 
and. offers 


model and whether available for 





showing make and 


MARRON I——-———V———-dd^VIM 


ale; Hire or Loan should be 


addressed to: 


d 





M. Stationery Office 
pplies Division (5.3.) 
Princes St., London, s.w.1 
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RATE—2/6 a line (average 7 words to a line). 
mum 3 lines costing 1/6; each additional line 
part of a line 2/6. Box No. counts as one line 
(4$ to be paid for; replies are forwarded free 
are; 23% discount for 3 insertions, 59, for 
:12,. Payment with order for single 
lay panels 25/- per single column 
above, Special rate for 
nents Wanted": 3 insertions for the 


ICE EQUIPMENT FOR SALE 





















Selection of Ex-Government 


RTO Also Plan Cabinets, 


> TIME RECORDERS 
“Checking and 


on. "Write "Betarcol" Box 345, BUSINESS, 
House, . Tallis Street, E.C.4. 








at onti ined a ron t page 3) 


I these anieri factors 1S W eli worth 


while. If the contented feeling and 
goodwill of only one good -customer 
(though of course the more the better) 
is solidly retained, then the slight extra 
expense is more than offset. i 


Dictate Early—Sig n Early— 
Post Early! 


And of course the lessened strain and 
worry on executives and their depart- 
ments which results from the prompt 


and accurate distribution of mail must 


LASSIFIED ADVERTISEMENTS 


panei ks a e RA rA at ar er tem meremur aant a ierat meris tina RARE E aas 
redire tmi i Crit aT I nie at tae rta rei e tanen maet temm 


Job Costing Time @ 
ers (eil makes) for quick cash sale, exceptionai | 


also be countéd as a  worth-while 
achievement and as an asset that 
further offsets the cost. 


It is not suggested that every firm 
cag put into operation exactly such a 
plan as this, but the situation certainly 
needs something to be done about it. 

So much for incoming . mail 
Obviously, the foregoing speed-up 
would lose much of ite value if similar 
pressure was not put on the handling 
of out-going letters. | 

It is a rule of the company that 
executives must deal with letters as 
soon after receipt as possible. Dic- 
tation must be given early in the 
morning so that replies can be signed, 
sealed and. “posted before noon. 

Another rule is that secretaries and 
typists of all executives must by 11.45, 
deliver to the front counter all the 
letters they can possibly get their chiets 
to finish. These are then stamped and 
posted, | 

Now it is no good merely considering 
this "post early" injunction as just a 
slogan. Positive and continuous action 
must be put behind it by all executives 
and by the management itself other- 





WANTED 


MEEEEEEVEREMUUMETAEMMAURENOH HABUI D MOVER 
Office Furniture and Safes urgently wanted. Good 
prices paid Send deseription PALE, 
Holborn, London, WC. Tel. HOLborn 2564. 


Visible Recording System, 
9 000 cards iHoneodex, Kardex ete.) Full particuiars 
and price, Box 522, BUSINESS, x hitefriars House, 
Talis Street, EGL 


It’s the ‘Teast 


and : 
ZR peu AND Woop OFFICE FURNITURE, IN- 
Nė FILING CABINETS, DESKS, CARD INDEX | 
r — NEW AND 
(D, AT LOWEST "PRICES.—WRITE* FOR: 
|J, TRA MISCELLANEOUS TRADING CO. 
/$ Hien HOLBORN, W.C.l. HOLBORN 4894." b 


ou can do— 
GIVE ONE PENNY EACH 
WEEK TO HELP THE 
RED CROSS CARE 
FOR THE WOUNDED 


Start a ‘Penny-s-week’ scheme where you work 


Send a postcard to the Lord Mayor of Londo 
Mansion House, E.C.4, for full details. 


| Red Cruss thanks this Journal for the free gift 


of this annonncement, 







town letters to get to their. destinations 


. achieve. 


concentration on single jobs don't be 


118 High 
j " essential that quality by means of which 


disaoite approximately ; 


^more 









-trating- them on to jobs instead of 





















before noon enables out-of- 


by the first delive ery next morning. This 
in itself is a great speed-up of business 
in present-time conditions and is well 
worth while going to a little trouble to 





How to be Personally - 
. More Efficient 
[ie panied from page 26) 


into executive 
force. 
“In thinking about this matter of 


a vastly improved 


under any delusion that it immobilises 
the mind; under proper control, the 
mind remains beautifully agile from an 
executive point of view. 


This Is Not Theory—It Works 
In Practice 


“For example, think of a managing 
director concentrating on an important 





matter concerning which he has to 


make a decision within a few hours. 
If a subordinate executive breaks in 
on him with another important matter 
that must have official O.K. within 
thirty minutes that managing directors: 
mind will (or should) perceive at once 
the priority of the new matter. He 
will blank from his mind the first 
problem and will bend the whole power 
of his faculties to the new one. In a 
few minutes’ full power mental attaek 
he will dispose of it completely, dismiss 
it from his thoughts and re-engage with 
the original problem as though he had 
never left it. That’s not mere theory 
it’s efficient practice. That is how 
successful executives get through so 
much work effectively: pace is 
the LEN word." 





The 






The E BI 
as A first 


So s» you are. 
independently confirms 


the executive of our first interview had 
(almost unwittingly) for years been 
building himself into a success. 

And it's pretty obvious when you 
come to think of it that a job will be 
far better and more quickly done when 
the full, undiluted mental faculties are 
brought to bear on it thau when only a 
hesitant fraction of those powers 
dithers about on it. l 

If ever there was a time when clear 
unclouded thinking and "doing" was - 
of first importance it is now. In fact | 
the only way to handle successfully the... 
ore “cut up" and diverse character . 
of work to-day is by this method of 
shalling the faculties under control 
tead of allowing them to be badgered 
out by circumstances: of concen-*. 















allowing a diversity of jobs t pede 











Cash Registers, Coin {Changers, Wage Payers, Cashiers, Calculators, 
and All Business Appliances, Adding Machines and Duplicator 


SAVE TIME—HIRE AN ADDER FC 






ADDOGRAPH 


The Simplest Portable 
Adding, Listing 
Machine 




































LINE GUIDE 
^ — COPY. Ri 
saves the 
typist’s time 
and your 
notepaper. 
Tap the lever 
and the line 
guide moves 
down, 
Price, às 
illustrated, 
Ije 
And cheaper 
model, Zt fs, 


RAP IC — 0E 
ivi pinea MO 
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busy olfice, i 
cheque 





Delightful 
use, 




































THIN EDGE ERASER 


Acts like propeller pencil, always clean and 
sharp edged, Best quality nickel pated. 2f 


8 col. to add from id. to £9,990 10s, ttta 
9 eol. to add from id. to £99,999 19s, 112d. 
Hand and electric models with or without 
subtraetion and wide paper carriages. 
No Modern Office can afford to be without one. 










znd quality nickel plated, 1/5. 
Refills 1/6 ner dozen. 















| HIGHEST PRICES PAID MATARA MUEATORE ALL MAKEA 


for all makes of 


OFFICE MACHINERY: 

CALCULATORS, 

CASHIERS, 

ADDRESSERS, 

DUPLICATORS, 

TYPEWRITERS, 
STEEL FURNITURE 
and SAFES. 


ELIMINATE LOSE 
ANB 


For all calculations, 
Multiplies, divides, 
adds and subtracts 
in 1/10th time taken 
to do so mentally. 








Ledger 
an 
Loose L 











nd Subtracting of al 



















NO MORE ERRORS-JUST USE - 
THE GUARANTEED ADDOMETERN 


Rapid Automatic Addition and Subtraction. 
Rests flat on the books. For English pad 
Foreign money, Decimal or Ordinary Figures 


and Feet and Inches. ete, 


FOR POCKET 
GR DESK - 


in Plüsh-inéd; 
ducoid case. — 





















Size, 
FRAUD BY USING n ' e HiXSIXÓ in, 
A "SAFEGUARD" a C — Ija 
THE BEST SAVE 80%, IN P STI TI : E : RSS post freg, 
e And let your business-getting letters look When ordering state for what purpose resuired: 
CHEQUE like personal letters with actual postage Also & SEDE mae Adder nr bd es d NM 
PROTECTOR stamps by using the TAPPIT stamp affixer. and Indian money, in case, 38/- post tree; c 
" j Fried Peles than a post marker, all OO a Np) NS 
Used by leading Banks and firms. Do you realize ssamps fixed, checked and counted in one | 
that an altered cheque is your own liability— operation. British made and guaranteed. 
Great Bargain £10 108, each. : Price £6 6s. 


All makes of Cheque Writers at 





aa 


Fire-resisting and 
Vermin-proof Steel 
Office Cupboards, i> E | 
finished art green f ; ' : ch TU ize] AUTOMATIC BELF-SEALING OUS 
? j ! . it d ` X p RCAD Bine uv ml disi Gee ces 
lever lock, dupll- é | Swinging & 1/6 MING PENCIL, Very useful for desk 
cate keys, | Detachable rf per tray į} applies liquid gum to papers. 
LETTER TRAY ser extra. post free, Similar Article in 
6 ft. high, 2 ft. | A big aid to «— 3 — ea RS 
: R i l efficiency, S Bora. v gummed paper, envelobe sexi 
wide, 18 in. deep, AN ins nis aS 1/6, post free, 
as illustrated, off, are 2 | ie ; BARGAINS in FILING. 
Other sizes In stock. | interchangeable, PRESERVE 
arabe “ik swing out of — FORME = YOUR LETTERS 


APPLICATION. quite clear. 


and Records 
from dust and 


r 


Essential for stor- | E uu Nu = fire by using T 
ing Books, Papers, . Number of Trays per Set. Complete with post ART GREEN 
j Box Files. Letter | Material.of Trays, 4 Trays 3 Trays 2 Trays and fitting for wall VERTICAL 
" sg * or desk, STEEL EASY . 
Trays. Light or Dark Oak P RUNNING 
Other Furniture Real Mahogany PRICES ON Approximate internal j 


APPLICATION, dimensions of trays FILING 
equally cheap. Steel, Fshd, Art Green 13i x94 xag inches, : CABINETS. 


TEMPORARY TYPISTS SENT QUT. 
T4, CHANCERY LANE (Holborn End 
Works: Great New St, EC, London, W 



























S : . describes it in detail. And it covers the entire field : 
< devoting, special attention to industrial A.R:P. 























| he publicati n of the first issue o 





bs staffs. |. 
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- From A.R.P. & A.F.S. REVIEW you get the very 
© latest news and developments and ideas not only in 

` your own but in all.other branches of A.R.P. The 
outstanding experiences of A.R.P. Officials are 
© revealed. Whenever anything new or significant in 
organisation, methods, training or equipment is tried 
and found successful, A.R.P. & A.F.S. REVIEM 












. methods, and particularly interesting examples of 
the successful A.R.P, measures of progressive firms. 

Eminent A.R.P. authorities and experts contribute 
largely to its pages. Technical subjects are so 
presented as to be easily readable. — Succinct 
‘summaries, in every-day language, interpret and 
make easy to grasp the A.R.P. handbooks, circulars 
and memoranda issued by the authorities. Never 


M-— HÀ 


of Articles, Ideas and 


—How to Train the First 
Aid Worker. 
Rescue, Shoring 
Demolition Work, 
-Sanitation in Air Raid 
Shelters. 
Problems of 


Partial List 


Current A.R.P. Events, 
Tonics and Problems. 







and 





s UN —Six copies e iy 
e Please tide 
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by a w^ 
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" v segat 
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ts & 


caused by 
A.R.P. & 
A ; sold out. 
* Many hundreds of firms and industrial A.R.P. 
-organisers who subscribed for only one copy ot the 

Journal per month have, since seeing this first issue, 
- ordered more copies for the benefit of their A.R.P. 
= personnel. And no wonder! For A.R.P. & A.F.S. 
REVIEW is not only of fascinating interest, but is 
^ brimful of practical suggestions and usable ideas for — ,, 
simplifying the work of A.R.P. organisers and their 


And yet- 


ewe cua ne mmi HAM o dum asain. aMbam mm He a mam Hu ams cus Wire maa ca m c tes tant He Hm He pn em mm 


juggestions that have Already Appeared : 


ind. other tech- 
formation. 
; News. 











rft 













before has so comprehensive a subject been dealt 
with in such a helpful, practical, interesting and 
stimulating. way. | S 

R.P. & A.F.S. REVIEW comes to you 
for the full 12 monthly issues of an entire year 
for only 10/-, or even less if you require additional 
copies for your staff. One item of inf rmation or 
one idea alone will be worth much more to you, in 
time and worry saved or increased efficiency, than 
the modest cost of A.R.P. & A.F.5. REVIEW— 
and every word and page of every issue will be of. 
intense interest to you, bringing you something new, 








ww 


informative, helpful or usable. | 

Can you imagine a better investment than 

a subscription to your own national 
^ journal? E 
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Li 
—Practical- A.R.P. Sug- 
gestions Based on 
Experience of Air Raids. 


i 

Supplies — 
i 

—War Wounds, Haemorr- 
i 

i 

4 

i 


Efficient — A.R.P. 
Officer. 
. Ventilation of Air Raid 


Shelters. A | 
its —Weifare Policy: for 
x and 007 AF S 


ARP. 
Workers. 

How “to Organise the 

Rescue Service. 


hage, etc. - 
Control and Reporting 


a 


in AH 





w 
- New 


“ARP. 6 AES. REVIEW" will — 
į come to you regularly if you fill in, 

| tear off and post this coupon now. 
- The first of the revised issues is nearly 
| sold out. So, to make sure of securing 
l a copy, and of succeeding issues every 
į month without interruption, you need 
3 ] d 
i | 





send no money—simply po 
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Members. of - the Co-operative Permanent 
may feel justifiably proud of t 
stent saving has enabled - : 
te over £1,000,000 in support of 
Savings cael 


BUILDING SOCIETY 
London Wartime Headquarters : 


142 HIGH. HOLBORN, LONDON, W.C. j^ 
T elephone Holborn 2302-3. — 
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In Factories, Docks and Yards where there are Gantry 
Cranes, an Escape Ladder is a necessity. All Gravity Ladders 
are made entirely of STEEL and can be brought. into use 
in an instant. E 


+ ie. 
St 
a 








The raiders are overnead. The current is cut off. | The . 
driver simply lets the Escape down to the ground where it. 


remains to give EASY ACCESS TO THE CABIN after the All. 
Clear has sounded. 







do. 


me 
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The Instant Fire CN always ready for use, rigid and. 
fool-proof. 









THE PACKAWAY PORTABLE |. THE GRAVITY LOF 
Folds to suitcase size. PE ; : 


The perfect iadder for A.R. P. and. 
‘Rescue Parties. 





LADDER 

































* NO DARK ROOM 
* NO FOCUS 

* NO SKILL | 
€ SAVES CHECKING 
€ SAVES ERRORS 

€ SAVES TIME 


DESTROYED MAY =—* =A. ror ane 
RUIN YOU 


In Peace time Ruthurstats are invaluable for 
speeding up output-— by 

|. Reducing 10 hrs. typing and checking 

to 30 minutes. 

2. Reducing 6 months tracing to 2 weeks.. 
In War-time theyare a necessity represent- 
ing the best insurance at the 
lowest Premium. 











British 
Patent 








Avriny + 


Full range of photo-copyingequip- 
ments from Office Foolscap size— 
Double Fcolscap — Intermediate 


and Mammoth Engineering 
Models. Prices from £26- 5.6 
foolscap size. 








Sole Manufacturer sam 





Pin - — p E ws if ) , - 
-> ~ : i e ~ 


Ensure a Bigger 
















work all round. 
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Fill in and Post Coupon NOW 


| THE DICTAPHONE CO. LTD. 
Ju. Dept. H., Kingsway House, Kingsway, W.C.2. 


Please send full details of the “DICTAPHONE 


appreciate 


Also at MANCHESTER: 8 Deansgate. Deansgate 4483/4. BIRMINGHAM: 321] Broad Street Midland 


BRISTOL: 11 Clifton Hill, Clifton. Bristol 23916. . LIVERPOOL: 157 The Albany. Central 1343. 


TYNE: Royal Buildings, Bigg Market. Newcastle 21271. DUBLIN: Raleigh Chambers, Lower Abbey Street. 


7 Bedford Strect. Belfast 22764. 


alike, to do more work. The saving 
better control, saves every executive 


That is its great contribution to the 
of waste of time and waste of 


Moreover The DICTAPHONE saves money 


effort 


its time 


“OFE 


i Telephone - 


LEEDS 


he Dictaphone 


There is only one way. Every individual on the staff vou 
yourself included, must do more work. Naturally you are 


of time is its secret. It 


an hour a day at least 


Battle of the Empire. 


War-Time Outpu 


The Government are taking powers to compel everybody to bear his share in the 
Empires battle. At any moment your staff may be drastically reduced by the 
"call up.” How will you carry on? Carry on you must if the war is to be won. 


are allowed to retain. 


all working hard as it 


is. But you can do more with the aid of the dictating machine. 


The Dictaphone saves so much time that it enables everyone, executives and staff 


cuts Out delavs, gives 


And SO it speeds up 


It is the relentless foe 


it helps to make every minute count. 





(Regd. Trade Mark) 


The Dictaphone method is notable for its cons nien 
simplicity and ease o! operation. Yo 
: operation in a very 


u can master its 


few minutes and you will instanth 
and labour saving qualitie 
tt. Call, write or “phon. 
Wethods and Pra ft 


| 

| Get to know The Dictaphos 
| 

| 

| 


| METHOP" to : of fici 
TD RITE NOE WAR Re 111. MEDI AA THE D ICTA 

l | (Thomas Dix: 
l ie AE (SN. BEAT ee 

| 


HOLborn 


2245/6. 


I 


GLASGOW : 
Albion Place. 


Dublin 


PHONE 


1161 


72811/2. 


CO.. LTD 
vo a Lad 


in, Mana ming Dir ctor), 


| Dept. H., Kingsway House, Kingsway, London, W.C.2. 


five lines) 


9 Bothwell Street City 4951/2, 
Leeds 31441:2 NEWCASTLE-ON- 


BELFAST: Bedford Buildings. 
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9; HOURS WORK 
inal HOUR DAY 


Primus Continuous Stationery is 












the greatest office time saver since 
the invention of the typewriter. It 
enables EACH typist to do her 
work 30% quicker, with less effort 
because it entirely eliminates the 
continual time-wasting delays of 
extracting, inserting, aligning and in- 
terleaving separate stationery forms. 


PRIMUS 


CONTINUOUS ST: ATION ERY 


Wartime difficulties of depleted staffs Often 
handling double the work, call for specially 
careful consideration of any method which will 
cut down the time spent on such unproductive but 
essential jobs as invoicing, daybook recording, 
works orders and inter-house records. Nearly 
every business has to face up to this problem, and 
a large number of progressive organisations have 
solved it with the PRIMUS plan. May we send 
you further information? 


CARTER DAVIS LTD 
Queen Elizabeth Street, London, S.E. 1 
-————— Telephone: HOP 0204-5-6 m—— 









and to speed up: 
hand written records 


Yet another aid to efficiency in your 
organisation! For HAND- 
WRITTEN RECORDS, the Primus 
Register used in conjunction with 
Continuous Stationery ensures the 
same speedy, smooth operation, 
while a copy automatically locked 
in the machine provides your 
auditor with a check on each trans- 
action. 


AUTOGRAPHIC 
REGISTER 




















"Incorporating “The nee T Commerce," "Modern Business," 
"System," "Business. Organization and Management." 





















SECTIONAL SHELTERS SUPPLIED 
FOR NARROW ROOF EXITS 
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m Management i in War-Time lios ; ak eid "ES 
oss p -Thoughts and Ideas from other Executives 
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| By Cecil Chisholm, M.A. i 
„Analysis of Area Fluctuations in Commodity Prices and Sales |I ag 
It is a National Duty to Keep Your Business. Going - TS UB! 
By E. Symes Bond, Managing Director, Vase Press Ltd. | 
Valuable Hints on Maintaining Goodwill tinder War Conditions 





Industrial Management ~ = 
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of the National Institute of P ndustrial Pevensey. | 
These Twin Problems can be Reduced by Sympathetic Control d 
Motion Study as a Means of Increasing Output ... 13 R 
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"M anaging Deo Thos. S taniforth & Cu Tid. 
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Simple Records Giv - Prompt, Accurab $ nd L Statement 
Bombs May Destroy Your Important Ree 
Facsimile Photographs Solve Problems. 


l ; ; Four Short Cuts. to > Office Efficiency | : 


A.R.P. 


Making the Industrial A.R.P. System Work. 
Night and Fire Spotting . 


Points for an Efficient Casuals Samce 
Sprayed Asbestos Gives Fire Protection 


-= Business Guide to War-time Law 
By John Burke, Barrister-at-Law | 


Fire Watching .. + 5« 21 War Damage s TE 
National Serie LO 2 War Risks Insurance .. 2 








1]* Third Edition. Just published. 


, By STEWART M. LOWRY, 
HAROLD B. MAYNARD, 
and G. J, STEGEMERTEN. 


. 432 pages, 9 X 6 im, 151 Hiustrations, Gjenet. 























A standard handbook and study guide onthe — 
principles and methods of making time and 
“motion studies and time formula construction, — 
presenting everything necessary te develop. 
a practical working system. that may be. 
applied in any industry, with the use of simple 
and inexpensive apparatus, securing quie” 
results, and operating with the least amoung 
of interference with production and with the 
workers' eae attitudes, dn this thorough 

material lating 1 te the ys of 
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methods as 





BUSINESS, Published by Business. Püblicktions, Ltd; Whitéfrlars : e | 
. : House, Tallis St, London, E.C4. Telephone : Central 9891, c 
. Subscription Rates: To 15/- a year. post free in the United | 








insistence on adequate canteen 
accommodation, prolonged work 
“on Government contracts makes it 
Recessaryfor workers factory and 
office—to take their rest periods 
and eat their meals in properly 
‘equipped surroundings. Efficient, 
strong and hygienic tables and 
chairs contribute largely to the 
workers’ welfare. if you are 
‘engaged on War Work and your 
canteen furniture is incomplete, 
.send for descriptive leaflet of 
EVERTAUT Canteen Tables and 
Stacking Chairs to: | 


















(Proprietors: J. B. Brooks & Co. Ltd.) 
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Im sorry, Sir, but l 
| Š cant find it 
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4, serious time wasters in t 
these days of diminished staff and s 

ig the fastest ; i i 














Happy-go-lneky 
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| folders, 
a touch; mo stuffing, ous 


i sight. No tugging, creasing or tearing. | 

Quality equipment of every kind such as filing systems and 

supplies, visible record systems and office furniture may be 
inspected at our showrooms throughout the country. 





LIMITED 


sk 


| IMPERIAL HOUSE, 15-19, KINGSWAY, LONDON, W.C.2. 


| And at Birmingham, Bristol, Liverpool, Manchester, New castle, Glasgow (Agent) 





| Speed up your typing! 





Wilkes, makes a speciality of 
müukiple sheet sets with carbons 
pre-inserted for speedy typing. 
They are most handy for those 
sets of forms which have to be 
inserted into the typewriter 
several times for information to 
be added after the first typinu. 
^ The constant stuffing and 
| taking out of loose carbons is 




















| eliminated by the use of this 
| one-time  earbons- which are 
l Withdrawn when nat needed 
i by a single pull, leaving the 
completed forms in one hand 
1 and the used carbons in the 
i other, These Wilkes “Quick- 
: sets are most econ- 
| omical in their savit 


; typists’ time, Write 
samples and prices 
your own sets of forms, 





I JAMES WILKES LTD. 
| Commercial & Industrial Printers 
BILSTON STAFFS. 
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that there is no weak link in the chain of your organisational routine ? 











You have several departments each of which have methods or systems. 
which involve clerical labour and executive oversight. Are yor 
methods separate entities or do they constitute a co-ordinatec 

whole which produces more or less a ically all the vita 
facilities for Scientific Management Co | | 





















If ycu've any problem connected with ei 
isation of one department or the co-o 
throughout a complete industrial concern 
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 PREPARE NOW TO EMPLOY MORE 
& MORE WOMEN 





- ^ * Look constantly to women for your new recruits; 
1 they are excellently suited to many types of work. 
Hundreds of thousands must enter war production 
this year and every factory must play its part." 














This is Point No. 3 of the Ministry of Labour's 
«4-POINT PLAN TO INCREASE WAR 
PRODUCTION" addressed to management. 


THE OTHER 3 POINTS IN THE PLAN ARE:— 
POINT No. 1. Skilled men are needed for the really skilled jobs. 
Be sure that each of your men is employed up to the very limit of 
his skill, Combat :killed labour shortage by breaking down pro- 
cesses wherever you can, and by training up your workpeople, both 
men and women, to jobs of grcater skill. 


POINT No. 2, Training Schemes must be developed to the great- 
est possible extent. Teke in more new workers for training on the 
job in your own works. Remember that the Government will help 
you with semi-skilled men and women trained under official schemes. 


POINT No.4. Efficient Personnel Managemeni is essential. 
Remember that you must secure the whole-hearted co-operation of 
your workpeople. Look closely to their welfare. Many of them 
may be new to industry; be patient end help them all you can 
during the first difficult weeks. A little foresight will reduce your 
labour turnover. 


HERE ARE JUST A FEW TYPES OF ENGINEERING WORK 
WHICH WOMEN ARE NOW ODOING IN WAR FACTORIES 


1. Operating on Heald Internal*Grind- tubes of 17 ins. to 20 ins. diameter, 7. Grinding, including pivoting, ex- 
ers, on which the sleeve valves of up to 48 in. long on special machines. ternal grinding and gear hobbing 
aero engines are internally ground 4. Working heavy machine tools in all on Mikron machines. 

J " ^ ^ r y — PCP f y — r - m $ * . * . 
to a tolerance of 2/Yoths of operations— except roughing—in pro 8. Working on radial drilling machines 
1,000th of an inch. Operating of duction of 25 lb. shells. f : daa 2Rav SR SE 
Lut riadi xe Vae mil 5.0 , e v6 JIR barra up to 6 ft. 6 ins. where they do their 
threat gnndwg machines fo simiiar e peranng on 1 ong gun oarr. own setting up and use no figs. 
limits. boring lathes and large surface ; aS oa 

9. Pneumatic riveting of main spars grinding machines. 9. Optical grinding and polishing to 
of aircraft and de Bergue riveting 6. Milling gun parts to limits of 1,000th extremely fine limits. 
of exhaust manifolds. of an inch—and grinding them to 10. Capstan setting, internal and ex- 

3. Welding steel fabricated plate in limits of 1/xoth of 1,000th of an inch ternal grinding, grinding screw 


thicknesses of 4 in. to 14 in. Boring on Brown & Sharpe machines. gauges and inspecting them. 






REM EMBER! ir youhave not yet received your copy of 
«THE EMPLOYMENT OF WOMEN .. . SUGGESTIONS 


TO EMPLOYERS” instruct your secretary to write for one to-day, 
asking for pamphlet 87/1941 to the Manager of the nearest office of 
the Ministry of Labour and National Service. 


M^, ILISE FO. ' 


Misieeciep BY THE MINISTRY OF LABOUR & NATIONAL SERVICE 
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Making d Job 


Resin one of the most urgent 
jobs facing every manufacturing 

concern to-day is the finding, 
training and effective use of unskilled 
women workers. For we are still badly 
behind in this matter. 

Happily the Ministry of Labour's 
energetic advertising has been success- 
ful where other means have failed. 
Bevin girls are at last coming forward 
in appreciable numbers. As -the con- 
centration of industry gets going, the 
present steady stream will become a 
flood. (Incidentally, it is important to 
plan and prepare now against being 
engulfed when these unskilled workers 
walk into the works). 

Outside mining, ship-building and a 
few other heavy industries, this is 
almost every employer’s job. The pity 
is that the Ministry of Labour failed 
to get ‘busy on it much earlier and 
much more energetically. 


Diluting Industry with Unskilled 
Women 

Consider the size of *the problem. 
The engineering industries have to 
absorb 750,000 women in the next five 
months. On the average, an establish- 
ment must reduce its skilled labour to 
30 per cent. from an average of 40 per 
cent. of the force, and normally 30 per 


for the Bevin 


To help their. women employees (chiefly unskilled ) a 
leading motor manufacturing firm have made use of many 


‘last word and some ENTIRELY NEW devices. 





Jigs and drills coloured to indicate correct size of drill to 
use. Elaborate jobs split up into half-a-dozen simple 
operations. Skilled men from the shops promoted to the 
tool room. These are only three of many effective methods 
now solving some of the difficulties. 


Three production and planning managers collaborated in 


making this description of the firm’s war-time practice 


helpful to YOU. 


By Cecil Chisholm 


cent. of the workers must be women. 
In very many instances women now 
represent only 5-10 per cent. of the 
force. 

Of course, there is nothing new to 
the average engineering concern in the 
methods to be employed. Many of them 
are in use already. It is rather a case 
of spreading their use more widely 
through the factory. 

Some employers are inclined to ask 


why they should be disturbed if they 


have adequate skilled and semi-skilled 
labour for all their work. Why should 
they lose the fruits of decades of 
training and careful management to 
somebody else who has been less far 
sighted and conscientious? 

The answer is that new factories, 
already equipped with machinery and 
tools for war work are without labour 
for drawing-office, tool room, bench 
or automatic. Other new factories are 
nearly finished and will require the 
same complete force of skilled, semi- 
skilled and unskilled labour. So every 
employer and manager has to get down 
to the problem of reducing both skilled 


and semi-skilled men by using a great 
number of unskilled men and women. 

The technique consists simply 
extending the 


in 


(a) Breaking-up and simplifying 


of intricate operations so that ~ 


an unskilled girl can tackle 
one of the resultant jobs: 
successfully. 


(b) Training of women in some: of ~~ 


the rudiments of production 


work for more complicated 
jobs. 
Kc) Promotion of semi-skilled 


workers to the tool room or 
other highly skilled work. 


The industry to which the change 
will come most easily is the motor 
trade. For most motor concerns have 
always used the maximum amount of 
repetition work. They have always 


simplified their work to suit unskilled _ 
operators, and have had a very com- 


plete training in the whole business 
during the last war, when Lord Austin 
and others pioneered the mass produc- 
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in go S thool- " The managers p 
vith à large number of women at 
he new: girl learns more quickly 
she is alone. Further, processes 
ceing sold greatly simplified to suit 
evin girl and the training period 
nly a matter of a week or two. 








Learner 


n joining up, the new girl over. Zl 
aid at a flat rate of wages for the 
nung period until a certain degree 
oficiency is shown, 


This method 


latively | low output. 
: until it is 


i$. continued 


ien on the job concerned. 

his scheme keeps up the interest 
the learner. It avoids any long 
iod at time rates by introducing an 
ermediate stage when an extra 
ort wil bring a little extra money. 
Jone of the most ingenuous ways 
ustaining the new girl's interest 
i have yet met with. 


e engineers have spared no 
ble: to split the most intricate jobs 
large number of simple 
tions. I watched the production, 
instance, of an intricately machined 
f formerly done by a few semi- 
led men; 90 per cent. of the work 
iow: done by women. 


é only part done by men is the 


ing out of the body by automatics. 
is naturally heavier work demand- 





considerable skill. When this is 
ie the second “stage, inspection, is 


en over by women. But the girls use 


ple gauges which are checked 
dy, thus eliminating the skill 
ired. in using micrometers. The next 


CESS favolves the very simple use 
a double action drill across the part 
. 1s easily done by a girl The 
rth process is the- drilling of a 
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a modern micrometer. This is made 
easier by the use of a clock-faced 
instrument. In this way, five-sixths of 
the work on this part 1s done by women. 
Incidentally, they are not using expen- 
sive machines. 


Division of Operations Elimina 
Intricate Work  , 


Even in engineering, one occasionally 


comes across processes which arë 
ideal for female labour. One of these 
is the hning of civilian helmets. 


Even here the processes have been 
broken-up to the utmost, one 
folding and gumming the lining, a 
second cutting it and a third adding the 
cross straps. The relatively large 
machines used for cutting complete 
lengths of material into the necessary 
24 narrow straps is also done by 
women. In fact 90 per cent. of this 
work is done by Bevin girls. 

At the other end of the school one 
or two women have learned the dithcuit 
and arduous job of welding at one of 
the leading works in the country. This 
is the one process for which a small 
training shop has been set up. This 
was opened a year ago and already 


a number of men and several giris have 


passed the necessary test. 


Another job I was surprised to find 
women doing was cable splicing. This 
requires à considerable strength of 
wrist and delicacy of touch. In this 
case it has been found that women do 
the job better than men. In this process 
the worker puts the wire into the vice 
and pulls it to make a splice. 


There are other jobs which while 
involving a simple process such as 
drilling or cutting involves work on a 


large part of the finished article. This 
means that the unskilled worker must 
be provided with a large special jig, 


designed to fit accurately the necessary 
drills or other tools used. 05 | 
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inspecting the metal wall of the part by 








girl- 


work of 


cesses 
^eparated from those which car 


BRESAANISCS NANAH - | 
applies to. practically 


emphasis 


3 Ocesses pU 


This is 'uenculariy true of certain . 


forms of war work. .At one large 
factory girls are being trained to do 


quite elaborate drilling jobs, as indi- . 


cated in last month's BUSINES ss (page 
Hy c 


The problem is, of course, 


cof drill 
tional drills, letter size drills: E 
igure drills.. Obviously, the job i 

spoiled if a girl uses à pe drill ere d a 
.01065 drill should bé used, and this 
was happening constantly: with. the new 


hand. Obviously, to the average woman, 


a ex inch meant nothing in particular, 


What would interest women in the. 
~The reply was 


way of differentiation? 
colour. So now all the jigs for this 
particular job have coloured lines on 
them to show which sized drill is to be 
used. It was iound that the workers had 
little difficulty in tracing the most 
intricate. pattern in colours, indeed they 
rather liked it. The difficulty is that 
the colours of the spectrum are soon 
used up. But the forcing of drills 
through a ng has ceased. ` 


This idea is surely capable of con- | 


siderable extension, in making it easy 


for girls to become familiar with 

differences in size. 

This Practice is Applicable to 
Smaller Concerns 

At this point, impressed by the 

methods used, the reader may 


reasonably ask—are there any general 
principles on which one should work in 
a smaller concern to achieve the same 
results? I think the principles behind 
this practice and 
other concerns cited in last 
Bustness could be boiled 
to three simple conceptions. 


down 
In. a 


reasonably efficient concern, available F 


workers have been selected to suit en 
various degrees of skill, energy o 

strength required for the job. War 
time conditions make it more essential 
to fit the job to the màn or woman 
rather than to rely on finding the man 
to fit the job. By careful analysis the 
skilled operators must be 
broken down wherever possible into a 


4 series of. simpler processes. 


Special . 
supplied. | E 
Thus it wil be found that in the 
most complicated operations, the pro- 
requiring real skill can; b 


Jigs and tools” 7 









done by unskilled workers. 


Indeed the Institution of Production ` 
This 


Engineers go so far to say that: 
all operations in 
cture of engineering pro- 

applies with particular 
to machining. operations. 
Since the Snorage of skilled labour is 


the manuf: 
ducts Put 










those of certain 
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One executive had a brain: wave on 
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Occupation 


Assemblers... - 
 Armature Winders 1 
JA Bench Hands 
Braziers TEST 
Coremakers (Iron 
Steel Foundry) .. 
Charge Hands 
Nibbling Machinist 
|. (Sheet Metal  .. .. 
., Car Cleaners "e 
o Browning h er dide 









j Sweep rs ; & 
. (Offices & Shops). 
nd Xi. mel 












3 Pd Assemblers uu 
Glass Fixers .. .. .. 
|. Wood Polishers pet 
Platters... .. 
Checkers Woe ies obs 









Depis. 





Oc eupation Cov'd 
Grinders E- 
Labourers—Foundry l 
Lavatory Attendants a 
Millers 8 
pers W 1 
nt Sprayers — ite 6 
ckers &  Loaders— 
Despaten .. .. .. 7 
Polishers (Polishing 
Spindles) ... .. .. 1 
Power Press Operator 6 
_ Hand Press Operator 8 
 Riveters S65. aan. CHE 
Sheet Metal Workers 
(Detail Assembly) a 
~ Solderers lass 4 
pow Storekeepers & Assist. | 
, ants  .. .. .. .. 8 
Tappers 5S. xeu dee IM 
| Turners... .. .. .. 1 
"Viewers .. .. .. .. 22 
Etchers .. .. .. .. 4 
Welders EN 10 
Linishers 1 


Which Jobs. can the 





d Jevin Girl do ? 


AN considering the question of 
absorbing unskilled women workers, 

. . two problems arise. Just how many 
“jobs has experience shown women 





numbers of women are being absorbed, 
how can track be kept of their abilities 
and potential scope? (Foremen 
rather more reluctant to advise the 





among women than among men). 


Probably no firms have used women 


in a greater variety of work than 

the motor mdustry. 

recollect a couple of extremely vigorous 

. reports, calculated to break down pre- 

..]udice on the subject, contributed to 
“these pages in 1916/1917. 


Last. War's Records Prove of 
Great Value 









One firm of their precise experience 
52. with women throughout the last war. 
~~ These reports, coupled with the direct 
experience of many executives in 1914- 

18, made it possible to start practically 

© where the work has SUEDE been 

: "dropped in. 1918 














‘doing successfully? Given that large 


are 


management as to exceptional talent. 


Many readers may 


TY - careful. records were kept by 
company are 


been | 
E months ; 


» problent . in one 


since, formerly unskilled women are 
now doing ; eas 
253 jobs. The obvious jobs include light 


assembly, car cleaning, clerical work, 





wiring car instruments, leather cutting, 
stitching, progress, clerical work and 
tapping. More skilled work women are 
doing includes the winding of arma- 
tures, work at the bench, brazing, the 
operation of capstans, browning pro- 
cesses, fitting, grinding, the operation 
of miling machines, turning, running 
in gears, wiring up electroly tic deposit 


‘vats, splicing cables and engraving. 


Some of the harder. and more nerve- 


56 types of work on at least 


cleaning, drilling, lorry driving . wood 
polishing, cheg king, store keeping, 
viewing etching, machine sewing, 


wrecking of the women's jobs includes. 


foundry work, paint. spraying, packing 
and loading, the operation of both hand 
and power presses, riveting, soldering, 
welding and glazing (sheet metal), 
For the convenience of managers the 
good enough to allow 
me to reproduce the complete list of 
the 56 main types of work done by 
women in their scattered works at 
present.  Altogether, the company is 
now employing a substantial percentage 
out of the total: f 
doubled. E: 
presente 

















rce the number has. 


he. any given type of work. A i 


‘to do to its sim 





Occenpation 
Sewing Machinists 
Profilers | 
Cleaners ( Metal, ete. ) u 
Wirers (Car Instru- 














Messengers (m9 
Table Hands (Sewing : 
Room) .. : 
Leather Cutters (Body 
Work) .. 
Wirers Up (Electrolytic 
Deposit Vats) .. 
 Numerators m 





nts cat 


Cable Splicers " 
Progress Clerks ... 
Engravers pue c puma e ol 
Greasers (Shot Met: al 
























"sense, it eases 
another. Although far more. 
hands or leading operatives hay 
give time and attention to one or 
unskilled: workers, the company h 








actually Been able to close down. 
training school. 
There are three reasons for this s 


One is that skilled labour is too Y 
able to be kept pürely on school wo 
The second is that the number 
women workers about the place : 
to make it much. easier for wor 
pick up their job. The third rea 
that operations have been still fur 
broken down and. simplified during 
past few months to make the 
easier for the newcomers. 


Terms 


are Bras d at ue 
the work women. 
it ds simplified. rt 
doing eu En T: 














ae care. das 1 
every type of wor 


order to ke. Er 
worker as useful as ede a code’ 
been arranged for each type of j 
This enables the management to. 
exactly the number of women. € 
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Riveting the fuselage of a bomber is but one of 
253 different jobs that have been found for un- 
skilled girls in factories 


— indicates the precise section in which 
each woman is at present engaged on 
this type of work. By means of this 
record the management can see at a 
glance just how the women's force is 
expanding, in what directions, and 
what degree of skill is being achieved. 


Coding Aids Record System 


The full record now in use gives a 
special registration number for each 
employee, the wage grade, the type of 
bonus earned if any, the occupation 
code number, the rate per hour, the 
department in which the woman works, 
the superintendent in charge, the fore- 
man in charge, the section of the works 
concerned, the district in which the 
"woman lives (indicated how near she 
is to the factory in case of urgent 
need for her services), date of birth, 
date of engagement and year of original 
engagement with the company. The 
simple ruling above shows into how 
small a space this very complete 
record can be compressed, through the 
use of the code numbers. 

With these records, it is a simple 
gratter for the management to find out 
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This detailed chart enables the facto 
any type of — the precise 


me A which each woman is engaged, 
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management to see exactly the number of women a 
as well as details of 


rth, engagement, wages and closeness of home to the factory 


just how many skilled and unskilled 
women are available for any given job. 
Better still, it enables them to see at a 
glance where an unskilled woman can 
be put in a small group, where women 
have been tried out successfully on a 
new job and may therefore be 
increased, where the employment of 
the decrease for some 
special reason. 

It will be these 


noticed from 


records that women on assembly are 
at work in no fewer than 22 sections, 
that women are operating capstans in 
13, acting as brazers in 17 departments. 
The most astonishing fact of all is 
surely that women are employed on 
welding in 22 different departments. 
All this shows what can be done, . 
particularly where the management is 
accustomed to dealing with women 


, workers. 


, 





Staggering Shifts Avoids 


Crowding and Discomfort 


MY. ERY works of any size has the 
problem of crowding and delay at 
starting and stopping times, not to 
mention the mid-day break. But not 
every concern has solved it. 


When their staff expanded recently 
in various parts of the country, a firm 
tried a short stagger of a quarter of 
an hour, e.g. morning | shifts started at 
7.30, 7.45 and 8.0. It^was found that 
this did not give the bus operators 
time to turn round. 

So shifts are now staggered by half 
an hour, viz. 7.0, 7.30, and 8.0. Why 
not 7.30, 8.0. and 8.30? it may be asked. 
The answer is that the bus operators 
do not mind an early morning start, but 
they do prefer to get home half an 
hour earlier at night, This is only 
natural when one considers the difficul- 
ties of driving in the black-out. 


Incidentally, the company has not 
been compelled to support additional 
services in order to get their new 
people to the works. They found a 
number of private operators who were 
glad to do the job. This is the better 
method, they think, not only as saving 
capital outlay but as avoiding still 
further congestion in garage and main- 
tenance space. When arranging this 
service the management found out the 
method of transport of every worker 
from their homes. Where a number 
of the workers were coming on foot 
from a given district, it was clear that 


one or two cross-country buses could be 
helpfully used. 


Recently the company has made a 
record of the exact distance at which 
every man lives from the works. In 
this way it has been possible to find 
how they are dispersed round the 
surrounding suburbs and villages. By 
using a code number, it was possible 
to discover how many workers would 
quickly be available in the nearby dis- 
tricts should rail or other transport 
break down. 


At the same time is was clear at 
what distance workers were living 
from their business. Where the dis- 
tances were excessive and caused great 
fatigue in travelling, the company did 
its best to suggest or find other 
alternative accommodation for those 
concerned nearer the works. This is 
particularly important in the case of 
women workers to whom the eight- 
hour factory day is a novelty and 
therefore a strain. 


It was noticed that some workers 
were living 18 or 20 miles away 
from their works. There are instances 
where this is inevitable, But in other 
cases it has been possible to enable the 
people concerned to get nearer to their 
jobs. «Naturally it is often easier and 
more comíortable for workers to come 
from a town 30 to 40 miles away than 
from a village 15 6r 16 miles away 
reached only by winding roads. 
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s ointed out that the 

Co RESSON e Concentration of 
Industry plans. I think that most wise 
business men realise that now. Further, 
startlingly rapid issue of the follow- 






"May 24th . 
Toys . 
. Lighters 
‘Umbrellas 
~Plasties 
Combs 
Carpets 
Lace Corsets 
Hosiery Braces o` 
(inel. woollen knitted gloves) 


_ May Bist: 
Fountain pens 
Pottery © ^ 
Cutlery /—| . | 
Jewellery: .- 

Linoleum. 

Leather goods 
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. So soon as the closing dates are 
passed, the Board of Trade will take 
compulsory action in the industries 
concerned. In that case schemes will 

have to be prepared in double quick 
time. As a result some of them may be 
botched. | 
The Board of Trade is driven to 

_ Speed not only by the urgent necessity 
= of labour and space for the war 

5. 2 industries but by two other Ministries, 

<o othe- Ministry of Supply, the Ministry 
"s for Aircraft Production and for 

- "workers by the Ministry of Labour. 

. After the closing dates, if events do 

. not move quickly enough, it is clear 

that the Ministry of Supply will starve 

the industries or business concerned of 

. materials, while the Ministry of Labour 

takes their workers. With the pressure 

now being excercised by the War 

Cabinet on Ministries there is not 

much doubt that action will be excep- 
tionally quick and exceptionally ruth- 
less. | 
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Non-Essential Industries 
Must Provide E 


is now possible to envisage the 


scale of the problem. Of the 300,000 
luxury industries 


Of 


the 
Limitation 


workers in 
covered by 
Orders, 









e target for the present 
.. concentration of industry drive is there- 
—.. fore 50,000. At the same time the 
^, industries. raw materials .are 
. under separa ntrols, cotton, wool, 
rayon, paper and paper users and boots 
and are expected 














e really meant busi- 


altogether 16 per cent. of the 





all Private 


closing dates has con- 


increasing number of men called to the 
services and put on skilled work. 

- It is now possible to record progress 
to date (May 6th). Under the Limitation 


of Supplies Orders, industries’ written 


applications to the Board of Trade 
. cover 97,000 workers, probably around 


a third of those formerly employed and: 


about a half of those presently 
employed. In addition, verbal appli- 
cations cover a further large number. 
Certificates have been granted, after 
further additional in formation has been 
supplied, to just under 50 per cent. of 
the written applications, i.e. to about a 
quarter of the present productive 


" capacity of the industry. 


Hosiery and Rayon Firms Show 
| the Way 

In certain cases progress has been 
faster in the industries under raw 
material Controls. For instance, 140 
mills has already received certificates 
in the cotton industry, while 60 have 
been closed. In the boot and shoe 
industry applications. írom the trade 
are now being considered. In these 
industries the Controller concerned is 
dealing with applications under the pre- 
sent scheme. | 

Some examples of methods and the 
scale of concentration follow from a 
number of industries. In the viscose 
Section of the rayon industry, 2,500 
people have been freed for other work, 
! industry's 
workers. The principal firm has closed 
Several factories and has concentrated 


machinery and workers in others. 


In the hosiery industry one concern 









"Even if it is late . . . the 
best thing a small concern can 
do is to arrange every detail 
ofa collaboration with one or 
more other small firms in their 
industry" | p 








says Cecil Chisholm in this article 





' See 





also “Seven: Concentration 





Over for other work, 55,000 sq. ft. 


particularly urgent in towns whe 


.| concentrating its own 



















owning three factories is absorbing: 
whole of its own production into t£ 
of these and adding the production 
another firm. In this way, two factor 
will be getting the output for 
obtained from four. In the case o 
factory, under process of being. 































floor space is available, in the sec 
10,000 sq. ft. are freed. In this case 1 
number of workers freed. is ratl 
smaller, being but 130 people out of 
total labour force of 820. — MX 
In the same industry (hosie 
quite small firms have worked ou 
own concentration. scheme. E 
case the total labour force co 
along with about | 
factory space, ^ — 


| Two A 
A certain corset firm, which we 
call A, is not only organised to al 
second firm (B), but is concentrz 
factories with that: TD Y 
In this way, one: 
the output former 
Further, in part of 1 
tain amount of Gov 
be carried on; ^ — 





























every | ind 
rememberéd, a certai 
wil be maintained in: ise o 
This serves the. double pur D: 


enabling the industry to mak 









damage to nucleus firms tf 
blitz and also it will. e ble the mdi 
to get a number of additional firms i 
production quickly soon after pe 
conditions return. 
The necessity for 













concentration 
much war work is going forward. 
toilet firm in such an area is do 
ambitious job im this di 
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IR raids, Home Guard and fire- 


y watching—housework and shop- 
we ping in the case of women—are all 
7 responsible. Here an official of the 
' - National Institute of Industrial Psych- 
i E. ology gives some plans that have 
E — helped to reduce both. 
—- — In one  well-conducted factory 


£x 


- employing women engaged in especially 


urgent war production, the working 
~ days lost through absenteeism, even 
EC. before the occurrence of air raids. was 
T - nine per cent, which is perhaps three 
© times their normal rate. This factory 
> was on shift work, and it is interesting 
* to note that there was no more time 
— lost on night work than on day work. 
C The first few heavy raids caused heavy 
© absences of one day (132 out of 150 
^. operatives in one department), but now 
= raids only keep people away when 
traffic is badly dislocated. Another 
© factory had eight per cent. of its 
‘women away and two per cent. of the 
T men. 
> « Generally women show a much 
© higher rate of absence than men, and 
* married women are away more than 
T single girls. An analysis of the cause 
L— of absenteeism among women shows 
7 that in order of importance they are— 
T — home circumstances, illness, lateness. 
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Home Influences 


>. Most married women in factories 
T perform the amazing feat of doing a 
— double job adequately—putting in a 
T ful day's work in the factory, and 
© keeping a home running also. This is 
C difficult enough to do under peace-time 
» conditions, but it is almost impossible 
> when the factory is demanding over- 
-— time, and shopping has become a 
^ matter needing time and diplomacy. 
7. When women take a day or an after- 
. noon off, it is generally to do the family 
shopping while the shops are well 
— stocked. If big factories could arrange 
~ for their canteens to sell rationed and 
` other essential articles of food and 


* “Occupational Psychology," April, | 4l. — 
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Ss How many of your workers are 
E - absent or late for duty from 
E preventable causes? Remedies 
me for this needless hinderance to 
E Britain's war effort are often 
simple and easy to introduce 


r This Plan Helps to Reduce 





allow women to make purchases in 
theii lunch-break, much absenteeism 
would disappear. Still, it would not 
disappear entirely, for there would 
always be husbands home on leave, 
some hitch in the arrangements made 
for the care of children, or repairs and 
salvage to be seen to when a home is 
damaged in an air-raid. 

It is not only married women who 
take time off because of home circum- 
stances. When the “boy friend” comes 
home on leave, or when parents are ill, 
the young girl also naturally takes a 
few days from work. 


Illness Often The Excuse 


Illness is the most convenient excuse 
for absence; so certainly more people 
claim it as a cause than are justified 
in doing so. Even the operative him- 
self may sometimes be deceived; have 
not most of us at times wondered to 
ourselves if our strong distaste for 
doing a certain job is due to a tem- 
perature or to laziness? Even where 
illness exists, its cause is often 
psychological. Most factory doctors 
would agree that to say that a third 
of all sickness absences are psycho- 
logical in origin would be an under- 
statement, 

But although sickness is, after home 
circumstances, the most frequent. cause 
of absenteeism, evidence goes to show 
that the sickness rate has not increased 
since the war. 

An alarm-clock fails to arouse, or a 
raid dislocates traffic, and the opera- 
tive knows that he is going to be an 
hour or two hours late in arriving at 
work; he often decides that the best 
course is not to go at all. This occurs 
particularly if the management is strict 
on punctuality, but can be reduced if 
all employees are interviewed about 
one-day absences. 


Unpunctuality 
Probably the loss of production due 


to unpunctuality is not less than that 


lost by 
discipline is firm, one-quarter of the 
people may "clock in" late; and where 
it is slack, this proportion may increase 
to three-quarters. There seems to be 
little difference between the punctuality 
rates of mem and women. 

Unpunctuality is not only shown in 
late arrival at the factory, but also in 
the slow start of work, especially after 
a heavy raid. -It is said that more 
production has been lost due to con- 
versation about last night’s bombs than 
was ever lost by direct hits. 

Certainly the most important cause 
of unpunctuality is poor transport, 
especially in the winter. All town- 
dwellers know the fierce battle for 
trains and-omnibuses due to the com- 
pression of the rush hours to avoid 
the "black out." This, of course, may 
be heightened by air-raid damage to 
tramlines, railway tracks and roads, so 
that journeys that used to take half- 
an-hour may take anything from one 
to three hours. 

Another cause of unpunctuality is 
the shortage of labour. Operatives 
know that firms engaged on important 
government contracts cannot afford to 
lose or even suepend them; a minority 
take advantage of this and arrive with 
regular unpunctuality. 

All those conditions described above 
as causing absenteeism also have an 
adverse effect on punctuality. 


Some Suggested Remedies 
Many of the causes of absenteeism 





and unpunctuality are so natural that’ 


it is impossible to help being sympa- 
thetic, and most managements have 
wisely adjusted their standards to new 
conditions. However, as nothing must 
needlessly hinder war production, some 
means must be found to minimise the 


effects. 
This can be done in one of two 
ways—either attendance can be 


improved or the factory organisation 
adjusted so that an individual's bad 








-is still available, this second alternative 
is. likely to be the most successful as 
well as the most merciful. For example, 
the National. Institute of Industrial 
Psychology recently co-operated with 
the management of a factory in 


organising reserves of labour for all 


key positions, These understudies were 
epee tty trained to be 


replace skilled operatives, but were 


~ Tn ‘distsicts where additional labour 


ready to | 


is more Important than 


ener. for 





employed normally on jobs that could,- 





is a real insurance of sa 
dert working and smooth product 

^ At ds peade f for the operatives, as 
it offer jur | 








ge E ed operative s, let 
Jus. [| un een ve 





7 p.m), which can be worked 


allow them to take a full-time job. 
Other factories have experimented with 





-. day off where seven- day production is 


l required} and SHBRHEUBRE with volun- 


bo | 
Appeals and Sin sana’ Help 


T Bat where. national work is urgent, 
2 and. the | is no reserve of labour to be 
"tapped, then it is necessary to make an 
"appeal to the patriotism and generosity 
. ofthe operatives, and such appeals never 
.. fail to have an immediate response in 
improved attendance. The form of the 










from. the managing director; it may 
ome from the Works Council; or it 


themselves. In several factories "slogan 
competitions" have been held. The 
... operatives have been asked to suggest 
^^ slogans stressing the national 
= importance of their work and the need 
.'for regular attendance. This in itself 
arouses interest, and the subsequent 
weekly display of a new slogan keeps 
that interest alive for some time. 
Another method is to arouse interest in 
production, either by giving a goal to 
be reached in a short. period, or by 





stimulating competitions between shifts. | 


. Competition. between shifts sometimes 
. eauses such enthusiasm that foremen 
induce their shift to come in promptly 
or even early. If pride in output. is 
to be used as an incentive, progress 
should be shown in concrete terms, for 
instance, as.a figure climbing. up steps 
ona ladder. mE 
. If operatives fando. that their 
absences and punctuality go unnoticed 
they will naturally make less of an 
.. effort than if some responsible person 
(be it department manager, foreman, 
: personnel manager or nurse) interviews 
ent transgressors or even all 


lease turn do bdae 32) 












. be postponed. Such a scheme, when - 
based on proper selection and training, ry 
isaetory of 












women whose home duties would not even t 
` errors 


; giving operatives half a day or two early 
.evenings off a week to shop (or a Sun- 
 easing effort and to securing a 


appeal may vary—it may be a speech 


may be inspired by the operatives 


Stegemerten. 


HE history of time and motion 
study in this country has been 

more than chequered. Far too 
much emphasis was placed on the stop 
watch and far too little on the value 





... of motion study and psychology. Worse 
ow still, the whole. system was clumsily 
ae applied. in most cases by certain un- 
riven d 

owas” tolerable to a tough, 








Frequently, what 
ambitious 
merican worker quickly proved to be 


executives. 





AS ort. ¢ k -intolerable to a more sensitive and less 
dis shifts Ww a.m. to ne p.m. and I pum. to. 





nbitious British worker. 

ur g the past few years, however, 
he a have realised their 
concentrating on quick 


results. "hey are now paying much 


more. attention to the scientific study of 


the. Wotker's motions with a view to 
com- 
fortable. rhythm. 

At the moment the importance of 
time and motion study in this country 
lies in doing everything possible for 
simplifying the work, enabling un- 
skilled workers to be quickly trained 
and for enabling the accurate setting of 
piece rates. 

As many an executive who has little 
experience on the subject is now 
called upon deal with these 


questions, many of my readers might 
_be interested in the latest statement of 
the vast practice in time and motion 


study work in America, “Time and 
Motion Study," MeGraw “Hill Publish- 
ing Co, 35/-. Lowry, Maynard and 


Reasonable Conditions Help Speed 


It is interesting to find from these 
conservative authors, that time and 
motion. study is still producing 
increases in output and saving in labour 
as the following table shows: 


Iner. Reduce.  Iner. Saving 
in ^ in indiv. in 
prodtn. force earngs. labour 
per man t m cost 
Mons concrete 
slabs 400 o 100 62 
Cleaning castings 144 — 59 AS 48 
Removing gum  .— — ^ - | 
tape 400 Ro 67 67 
Storeroom . 88 47 25 34 
Crating . 400 . 80 108 58 
Band saws 200 | 67 70 | 43 
The authors emphasise that the 


above increases were not obtained by 
speeding up the workers to an undue 
extent. In each case they used to 


-demand only a reaso able ere 
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by Stewart M. Low 
Director. of Industrial Rela 
Procter and Gamble Compan 
Harold B. Maynard 
President, U.S. Methods 
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as possible for the v à 
by the setting pI a reasonable 
rate. | 
Most intere 
statement Q 
economy ` and 
which I give be Yw t 


Laws a Motion Economy 


l. When both. ands 
complete | their. gnome: sir 


amd are not oe hire 
periods, méxinipia per rforma 
approached. 


2. When motions . of the arms 
made simultaneou 081 
tions over sym 1 
and automa Hoyos 
naturally. re | | 

3. The motion. sequerice whicl 
plovs the fewest basic divisio 
accomplishment. is the best for pei 
ing a given task. 





4. When motions are confined. tà: 


* 







cal classifications, tu 
performance and minimu 
fatigue are approached, ' 

5. When conditions are the same 
time required. to perform all | 
divisions of accomplishment i i$ CÓ 
for any given degree of skill 
effort. 













motion during the course of the study 
made on an.expert operator should be 
considered the desired standard; all 
ariations of time from this standard 


the causes determined and recorded. 
6. The best sequence of motions for 
any one class of- "work is useful for 
iggesting the best Sequence tor other 
kinds of work. — 
4, Where delay occurs, consideration 
should be given to. the advisability of 
roviding additional work which will 
ermit utilising the time of delay, if 
study indicates that the delay is un- 
ecessary for overcoming fatigue. 
-3. All material and tools should be 
cated within, or as near as possible 
, the normal grasp area. 
A Tools and materials should be 
cated so as to permit the following 
f the proper sequence of motions. The 
irt required at'the beginning of the 
rele should be next to the point of 
lease of the finished piece of the 
'eceding cycle. 
.. Tools and materials should be 
e-positioned in order to eliminate the 
arch and select basic operations. 
8. Hands should be relieved of all 
Ork that can be done with the feet 
or other parts of the body, provided 
ere is other work which the i 
n do at the same time. 
The most important of these laws 1s 
he fourth. 
lowest practical classification of 
motion?" This the authors describe 
ey bei 
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bodily parts involved in i making them. 
They are as follows, arranged with the 
most economical and least fatiguing 
first : 


l. Finger motions. 

2. Finger and wrist motions. 

3. Finger, wrist, and forearm 
motions. 


4. Finger, wrist, forearm, and upper: 
arm motions. =o o0 


5. Finger, wrist, forearm, upper- 


arm, and body motions. x 


The fifth class requires a change of 
posture, while the first four do not. 
Motions of the first class are perform- 
ed most quickly and with the least 
expenditure of energy, while motions 
of the fifth class obviously require 
more time and effort. Hence, it is- 
always desirable in arranging the work 
place and in determining the best 
method for doing the work to have as 
many as possible of the motions in the 
lower classes. 


Practical Lifting Explained 


If all necessary motions could be 
reduced to the first class, no further 
improvement could theoretically be 


made. In studying any job, the ultimate 


aim should be to reduce all motions to 
the lowest possible class, The fore- 
going should, of course, be interpreted | 
with common sense. It might 
possible by exerting a prodigious effort 
to lift a heavy object an inch or so 
with a finger movement, but the same 


object could be lifted the same distance 


in less time and with far less fatigue 
# 
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tice, ‘there is ‘no | 
difficulty recognising the lowest 
practical classification. 

In most cases, the attempt should be 
made, to: eliminate all fifth-class 
motions and to reduce as many fourth- 
class motions to third-class motions as 
possible. 

Into the methods of motion study 
based on these principles the authors 
go at great length. I can recommend 
their treatment especially to those con- 
cerned with the training of workers. 
More interesting to the average man- 
agers: are their suggestions 
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is done by whatever means. 


Motion Possibilities Analysed 


The operation analysis up to this 
point will usually bring to light a 
number of possibilities for improving 


methods. Among the various things 
which may be done to improve 
methods, there are ten which are 


sufficiently important to justify separ- 
ate consideration. Experience has 


shown that one or more of these ten 


common possibilities for improvement 
can be applied.to practically évery job 
studied. The possibilities are listed 
under item 7 on the back of the analy- 
sis sheet and are as follows: 
1. Install gravity delivery chutes. 
2. Use drop delivery. ! 


3. Compare methods if more than 
one operator i is working on same 
job. 

4, Provide correct chair, for 

. operator. 

5. Improve jigs or fixtures by 
providing ejectors, quick-acting 
clamps, etc. 

6. Use foot-operated mechanisms. 

i5 Arrange for two - handed 
Operation. 

8. Arrange tools and parts idem 

. normal working area. 

9. Change layout to eliminate back- 


tracking and to permit coupling | 
of machines. 

Utilise all improvements 
developed for. other jobs. 


Gravity delivery chutes are useful in 
bringing material to the point of use 
or taking it away from the point of 
use after the job has been done. Such 
chutes are usually quite simple to make. 


10. 


Drop delivery is the term used to . 
< express the thought of using ‘gravity 


as a means of moving material or 
tools, usually away from the point of 
use. Where gra inot be utilised, 
the effect can. sometimes be obtained by | 
attaching. the tool or other object to be 
disposed of to a cord running over a 
pulley and attached to a counterweight 
or to a spring-wound reel. When drop 
delivery is used, the motions required 
to dispose of tools or material are 
reduced to a minimum. 

‘This book is clearly worthy to rank 
with Professor Barne’s classic treat- 
It is a pity that 
the authors have net included a des- 
iption. of modern PaE 
usis a minor flaw. 











for E 
improving the way in which the a 0 


LE , E 





, r 
a . 7 
ood 


` 


z 
i» 


. n B à _ > + ft 
= i AT "Ip ^e 4 kt 
M ON GENS. DEUM e n 
|! B or ‘Gi t. + = 7459 
anagement in- 

x LE l 


A Cure for Workers’ 
* War Nerves ” 


A^ an. excuse for haphazard work, 
absenteeism and general slackness, 
"war-nerves" are so. familiar to 
employers that any methods of soothing 
the worker who pleads this complaint 
is eagerly sought. 

Strict supervision has been found in 
most cases. to increase the trouble 
rather than reduce it. Many firms have 
issued definite instructions to overseers 
and foremen that nothing must be 


done to aggravate employees who 
display any symptoms of this 
"complaint." 


In place of driving methods, one 
leading manufacturer has advised his 
executives to display a spirit of 
camaraderie to — war-nerve-strung 
workers. Gone are the old orders aimed 
at speeding production and in their 
place are friendly chats on the work in 
hand and topics in general Hailed by 
a superior with "How's things?" and 
encouraged to speak openly on a 
number of subjects many workers have 
been easily cajoled into top-speed 
production, when strict discipline would 
only have led to work slowing down 
and a general feeling of resentment 
created. 

Where this system has failed, 
workers have been offered the chance 
to take things easy for a few days by 
working in a department largely 
staffed by trainees, who necessarily 
labour at a reduced tempo. A short 
spell there will usually be found to 
provide the incentive for normal speed 
work in the old shop. 


Keep Abreast of 
Mailing List Changes 


(8 Mars seven hundred out of a total 
À of 2,000 addresses, more than 35 
per cent, of the mailing list of an 
important firm was found to be value- 
less within a few months of the pre- 
vious complete check. "Joining the 
Forces," "dead," "gone away" and 
"already a regular customer" were the 
four most frequently used reasons for 
this heavy wastage. 

Many other firms are finding their 
mailing lists in similar state. The 
editor of one of the best-thumbed 
reference books in the country, The 
Advertiser's Annual, states that 
changes of entry details of newspapers, 
advertising agencies, etc. have reached 
the colossal total of between 75 and 
80 per cent. during the past year. 

This shows the immense importance 
of frequent revision to meet the rapid 
changing conditions produced by total 
war. Efforts to make a complete check 
on an individual district should be 
started within a few days of news of 
serious bomb damage in the area. 
Such alertness will go a long way to 
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convince a customer of the firm's 
eagerness to serve and may lead to 
the customer giving news of future 
changes as they occur. 

It will be found that the bigger the 
unit of sale, the more readily will the 
customer co-operate to enable a firm's 
list to be kept up to date. Conversely, 
with sales in small units, the degree 
of help from the customer will be 
small, 

Contact between a firm and both its 
customers and suppliers are the life- 
blood of trade. Whilst the cost of 
frequent checking may seem unduly 
heavy, it will be readily realised that 
but for this contact business would 
stagnate, 

e : 


You Can See if 


Correspondence is Held Up 


A GOOD way of getting corres- 
pondence to the appropriate depart- 
ments and executives is to place 
the sorted mail in a row of baskets on 
a counter in a place easily accessible 
to executives and their secretaries— 
preferably in a corridor through which 
they pass. Each basket has the name 
of an executive or department on it, 
so that anyone who is passing can pick 
up any mail for him that may be there. 
Of course, there is in addition a 
periodical delivery, but this method 
saves waiting about for messengers. 





1i Cwts. of Mail Reduced to 16 Ounces! 


~ 


An experimental 3d. "air£raph'' 
letter — service—the first of 
its kind in the world—has 
been introduced to cheapen and 
expedite the postal services of 
British troops in the Middle 
East, Under this new system, 
by which a letter will be less 
than a fortnight in transit, the 
sender writes his message on 
a special form 11" x 8", and 
prints the address in block 
letters at the foot. The 
complete form is photographed 
on to a small film, which is 
shipped by aeroplane to its 
destination, *On arrival there 
an enlargement is made. This 
is placed in an envelope with 
the block printed address show- 
in£ through a cut-out pane. 
The service means a great 
reduction in weight and space 
of correspondence, 4,500 
negatives weighing only one 
pound. An equivalent number 
of ordinary letters would 
weigh 1j cwt The commer- 
cial possibilities of the system 
are obvious. The photograph 
shows the enlargements being 
dried on arrival at their 
destination at the speed of 40 
letters per minute, 
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into Profit i 
ess present high cost of paper ~ 
involves firms employing numbers 

of employees in a substantial weekly — 
bill for wage envelopes. This expen- 
diture could be cut, if not turned into ~ 
an actual profit, by selling the back of 
the envelopes, usually blank, to adver- ` 
tisers not in competition with the firm, . - 
With the restricted size of news- 
papers and ban on posters, there is à 
dearth of advertising space. The ~ 
opportunity of getting a short sales — 
message to the potential customer just 
at the moment when he or she receives 
the money to spend on necessities and ~~ 
luxuries alike, makes the few square 
inches on the wages envelopes a valu- _ 
able advertising space. If three or four 
advertisers were used alternately there 
would be no monotony in the "copy." S 
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Urge Light Economy 
with a Laugh 


[NSTEAD of sending memos round — 
to employees urging them to switch 
off lights when not in use (and 
thereby wasting paper!) try pasting a 
humorous inscription (possible in — 
rhyme) just under the switch. It is- 
far more effective. Here's an example: 
Save our juice, 
O! Save our juice : 
Switch me off when NOT in use. | 93 
THANK YOU! C» 










































































\ HERE ate many | systems of | At one time this firm" s month y statement of trading hid the true 
. costing, and it is impossible to - position. It. failed ti show variations in gross profit. Now it 
 propound one that will do for all. includes. these and so reveals the exact situation. 


Ine system, however, with slight ^ ' - j 
erations will do for any number of A simple cost recor stem that suits this small firm, employing 


ns making similar types of goods. 100 people, n describe , 

‘lany firms E to their irs B x | 
pied another firm's. system slavishly | " E 

dy to find that like Saul's armour, it By G. T. CART ER, F.C. LS: 

ould: not do for David. Neither will 

firm's system do for all manu- 

S but Skilful adaptation is 











di Director ‘and Seere lary, Thos. Stamforth and Co. Lid. 


assuming that ine: same percentage of month after month, showing nett pro- 
gross profit is made on all the sales. fits, and the directors and management 
(This is usually just nonsense. are naturally dehghted with themselves 
p | The cost Sed, or monthly trading over the prospects of a successful year. ^ 
They ‘made the E mistake of aceounts, are prepared (Form A), The l2-monthly sheet having been - 
sd | id, the annual audit is awaited 
| rest. When it arrives, it 
Shows the profit, as per the audited 
| trading account, is very much less than 
| | : the expected figures as per the monthly 
oh oe account. In some cases a loss has been 
productive Wages "m 9 Sale E: ade. If these cases were ipvesti- 
13 and Coke . | | gated, you would find in the case of 
| manufa turers many - of them were. 
committing the same mistake of 
assuming that the ike, say, 50 per 
cent. gross profit | sales. «^ 
Form B, very clearly illu strates my 
oin As you will see the ‘sales, . and | 
overhead charges, and: exp es on both 
sheets are exactly “alike. Yet the nett. 
profit shown on form Bis £175 8s. 4d. 
less than that on form A. Multiply 
this amount. by twelve, and you will 
readily see how easily these big 
differences arise between the 12-. 
monthly cost sheet. and a audited 
trading account. 


Pe aati oe Yet it is usually only. one item 
| Erico io + | that is wrong—Estimated Gross 
—-—- Profit, or Estimated "C 
CEST S50 n Manufacture. | " . 
It is quite obvious that sheet. A is 
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and L. Statement, TANE unsatisfactory for . manufacturers, 
| | Form B. whose: products as a rule. do not show: 
| Cr. | | | the same amount of gross profit. There- 





z | | £ s. d.| fore sheet B will. suit most- manu- 
| By Sales 10483 8 10 | facturers. > | 
| Discount We have used this. system. for: over 
‘Received P 5515 8 twenty years now, and have been able 

| to ascertain. month. by month our actual 
| nett profit, Except for minor items (and 
these are generally known to us) the 
cost sheets have at the end of the -> 
twelve months shown very- much the O28 
same rest ts as the audited. account. 


| How | The. System Is Worked 


We h ve. all our books ruled and 
DP às hs | QURE headed. to fit in with the cost sheet 
P i n s pl s —. 7007. | Reads. Before we commence preparing 
cum er cus wd as 38 RACER DO EN . | the sheets, each set of books. are E 
In: 0e À 03$ 70 0:| E | ~ | proved, or balanced, every month as c` 
OA gen 6| 0 | follows :— : 
(o 5EE wq Fe, d ; Cash book balanced with” bank 
; Profit 0 5,94 3 d21 c 5 07 : - book. | Te s 
= di 3o ae ee pe sales ledger balanced. 
Act T Expenses, M ae A NE ae ^& | . Bought ledger balanced. E 
ransferred. irom Form c | Icy [x MEUS d E RAS a trial naues is taken. out P 
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-Summary of Day Book. 
. ‘Selling Prices 




















175 FM Hoes @ 3/9 doz 
: ^50 "o. E 6/— » 15 
j 24 s ve 6/ 3 + 7 
18 E E 6/— 33 5 
: EM lrons 108 /- : 2 
10 , Bill Hooks 34/- F 17 
etc, erc. 
`, etc, ete. 
» 1% ,, No. 430 


Knives 42/- 

















This ensures the figures on the 


cost sheets D correct, 





ale | summary, 
he. mother. Ke the, 











| price. ob tained for each article. 
. aw Ô the. sales summary, 















ial and wages, from 
sheet (Form D). 


stem of course is only 





E reliable whet 
z in our case by peor workers). 















ce is not only a question of 
- saving money; it is a question of 
saving manufacturing and shipping 
> space for the production of more 
urgently needed commodities. 

Let us look round the of 
where waste is likely to occur, and 
. how it can be checked. To begin in the 
. typists room— Carbon Paper. 7 

^C Once carbon paper gets crumpled, it 
is, if not useless, at least untidy to use, 
-leaving a network of lines all over the 
copy. Therefore, the typists are asked 
politely, and in the interests of the 
war effort, to put their carbon paper 
away flat at night. 

Next they are told that each sheet 
of carbon paper. should be used be- 
tween sixty and seventy times, and 
asked. not to throw ps carbons away 
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£10,183 8 10 





me the price The hours are t ansf 


of course, - 
vibus sold ind the i 
E what he article p 


the articles are made as | 


top P ing 


down after a while, 


| and see _ 


(executive es who have. 


Cost of 
Material 
Wages & Bonus. 









£5,207 2 9 

Being Total 

Cost carried to 
Form B. 





nproductive wages” is à very 
a, Very few firms realise 
ey pay until they begin 


















e work. These 
each month by 
the department | ers into their 

> ‘unproductive wages books. 
then transferred to the cost 
ig item No. 2 on the debit 







— "Estimated" item, on the debit side 
include rent, rates, insurance, etc, and 
are based on. ‘the previous . year’s 
es, which can’ be adjusted if 






necessary. 


Coal, .. coke, ^ carriage, stamps, 


stationery, and all other debits are the p 
incurred during the | 


actual | expenses, 
month. héj 





t the monthly 





rh, — 
Lea ks 


A tip they are also given in this 
connection is to turn the carbons upside 
in order to have 
the unused top part at the foot of the 


page. 
Telephone Chatter 


"We all know how difficult some 
people find it to wind up a telephone 
conversation. Where trunk-calls are 


-eoncerned, this is not only a matter of | 
& lines: en gaged rs ey t 


ALS. | 













trunk-calls with a. dae a tic 


kind used for timing eggs. Ask these 


executi 7. S to turn the sandglass over 













5 . get separated from the first shee 






BILL HOOK 


Material. Wage 
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Making us ves 4. 
Filing m ns 

Hardening — i 
Handling lis EM 
Grinding ^ .. 
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Oiling & 


















































total shown in the impersonal 
that has been posted from th 
book, petty cash, and invoice jov 

We find this system very sour 
reliable. It entails. no extra ‘el 
work, as once the staff has got u 
the method, it becomes a help to t 
reducing mistakes in book-keeping 

The sales summary is then exte 
and totalled up. This gives you 
total amount it has. cost in tt 
and wages, fo produce the goods 
that month, and the total 
£5,267 2s. Od. is transferred t 
cost, sheet (Form B). By this 
y the ; exact cost is ascert 














too De ei Moke it pones 
requisition stipplies and have i 
kept of the dates of issue, x 
m will Jc v | 
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Medos over - The house ele 
As for earbon-copies! The 
was any need to use a separate. 

for the second page—it takes up. 

in the filing cabinet and is like 
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É means of improving the A.R.P. 
" | organisation are discussed for 
|the benefit of Executives in 


> training: 


|: on 


‘technical 









charge of A.R.P. 





LTHOUGH an air raid attack 
which results in the bombing of 
one’s own business or industrial com- 
pany may never occur, industrial 
A.R.P. organisers have as their main 
job the building up of an efficient 
A.R.P. service within the business or 
works in their charge. 
What are the main points in securing 
an efficient A.R.P. personnel? They 
all come under the heading of 


-The personnel must be completely 
familiar with the works, with the 
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- Points for the Industrial 
1 A.R.P.Organiser 


factory organisation. The A.R.P. 
personnel must have adequate chance 
of learning an essential routine in 
dealing with the effects of enemy 
activity. They must understand not 
only the principle theoretical ideas on 
fire-fighting, first aid, rescue and 
decontamination work, but go through 
adequate tests. They must have some 
practical ability in this work. 

If the training is undertaken in an 
imaginative way, much can be done to 
build up an efficient organisation. 
There must not only be lectures, but 
tests as well, even competitions between 
the various parties in the works if 





L.C.C. also Has Its Watchers 
Problem 
The problem of finding 12,000 fire- 


watchers to maintain a 24-hour watch on 
London’s 450 elementary, secondary and 
schools is facing the London 
County Council. 

As a result the Council are having to 
seek the aid of the local authorities in 
whose areas the schools are situated. 

When the fire-watchers’ order came into 
force the Council took a census of the 
personnel available for duty. But it was 
found that if every teacher and member 
of the maintenance and administrative 
staffs played their part in fire-watching 
the numbers would fall far short of thos 
required. 


ee, 


Leslie W. Berrill gives 
readers of BUSINESS 
a useful hint for 
affording some protec- 
tion when approaching 
a fire bomb—advantage, 
the doormat can still be 
used as such until the 
fall of an incendiary. 
The drawing shows 
wooden handle which 
can be easily made. 


This hint comes from a 
leaflet, a copy of which 
will be sent free to 
responsible executives 
who send a stamped 
addressed envelope to 
the publishers  ''The 
Gordon Press," 10 St. 
Bride Street, E.C4. 





The Raid Spotters' Pocket Book 
and Log, Charles Letts & Co., 1/6. 


The Raid Spotter's Pocket Book con- 
tains some 30-40 pages of technical data 
such as: indentification details of a wide 
range of planes; hints on raid spotting by 
visual and sound methods; tables of 
heights and distances; illustrations of the 
various types of clouds, etc. 


The rest of the Log Book is composed 
of space for such data as:—date, time, 
and kind of occurrence; duty rosters, 
space for illustrations and description of 
additional planes; and pages for other 


— notes." 


BUSINESS 










MAKING rae INDUSTRIAL 


there are sufficient of them. 

A room provided where books, 
periodicals and other information on 
A.R.P. is available is a useful idea. 
There should also be close co-oper- 
ation with the local authority and 
with other business or industrial under- 
takings nearby, as a bombing raid is 
unlikely to be only against your own 
business. If methods of co-operation 
with the other services likely to operate 
during the raid is established well in 
advance, the work will be far easier 
when it has to be done. 

To take some of these points in 
detail : 


The Personnel must be com- 
pletely familiar with the works. 
Even in small business premises there 
are often cellars, passages, rooms, 
cupboards, and other places where one 
does not enter in the normal course of 
events. All those who have A.R.P. 
duties in the works or business 
premises must be taken round and 
shown every detail — remember, fire 
watchers will have to find their way 
about the premises in the dark, and 
this is not always easy even in a 
straight-forward place. 


Distribution of equipment. 
Some system of marking (some have 
even found it useful to use luminous 








paint) all equipment for  A.R.P. 
purposes must be devised and all 
A.R.P. workers made . absolutely 


familiar with this equipment. 


Safe places.—n most buildings or 
works there are places, in stairwells, 
next to chimney stacks, in shelters or 
strengthened corners where.a greater 
degree of safety can be obtained 
during an immediate danger period. 
These should be sought out and 
A.R.P. personnel should learn to get 
to them quickly should it be necessary, 
just as they should be able to get to 
key-man-shelters, etc. 





Learning an essential routine.— 
There is no doubt that such training 
as the A.R:P. parties (fire and casualty 
particularly) had before the blitz 
started helped substantially in making 
them ready to meet the various emer- 
gencies, but many people thought, their 
training was insufficient. It can there- 
fore be seen how important it is to 
plan a considerable time ahead in the 
training of personnel, and to help in 
this, there are several books which 
give tests and drills and descriptions of 
competitions, etc.* 


*In "Casualty" by G. B. Shirlaw, (Secker 
Warburg) (8/6) a complete range of tests 
sompetitions for first-aid parties is given. 


and 
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` A.R.P. SYSTEM WORK 


Night and Fire Spotting 


By Francts CHICHESTER, Allen and 
Unwin, 1941. 2s, 6d 


k A number of booklets and pamphlets 
have already been published dealing with 
fires and incendiaries, They overlook the 
fact however that a great deal of the 
fire-watcher’s time on the average is spent 
in fruitless anticipation, which, with bitter 
experience is likely to be replaced by an 
equally unintelligent state of indifference 
towards anticipated trouble. To a large 
extent also fire-watchers are exposed to 
a considerable degree of unnecessary risk 
through bad organisation. 

Mr, Chichester, whose “Spotter’s Hand- 
book" has deservedly become a best 
seller in its line (and is now available in 
a cheap edition—2s. 6d.) has brought out 
this little book to cover the above points 
effectively. Inevitably, the functions of 
the Night and the Day Spotters have 
much in common. Experience in the one 


Points for an 
Casualty Service 


New Recommendations for Burns 
Treatment 
Following the withdrawal of the 


Ministry of Health instruction that tannic 
acid was to be used in the treatment of 
burns, comes new recommendations by the 
Co-ordinating Team on Burns, appointed 
by the War Wounds Committee of the 
Medical Research Council. 

Minor burns, declare the Team, which 
do not require admission to hospital 
should, after cleansing the surface with 
plenty of soap and water, be dressed in 
the following way: 

l. In the case of the face or hands, with 
que. Oe lint impregnated with  sterlised 


2. In other parts of the body with tannic 
acid jelly or gentian violet jelly, one per cent. 
If jellies are used, no dressing should be applied 
over the burnt area, and clothing must not 
allowed to come into contact with the burnt 
area until the coagulum has formed and is dry. 
The application tannic acid or other congu- 
lant jelly to the surface of a burn which has 
not been adequately cleansed is inadvisable. 
Serious burns requiring admission to 

hospital should be treated by the appli- 


ation of sterile Vaseline on gauze or lint 


= to cover the exposed portions of the burn. 
= It is hoped that in the near future a non- 
=~ . greasy substitute will be available for use 
~ instead of Vaseline. 

= Provided the patient is shortly to be 
~ — transferred to a nearby hospital, no 
attempt should be made to remove 


-clothing in order to expose the entire 

| burn area. Serious burns always require 
injections or morphine for pain in full 
doses. 


Casualty Lift which Makes Work 
Easier 


The quick and efficient loading of 
stretchers when patients have to be 
removed from inaccessible places presents 


many obstacles. A new device which. 
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with the other, Most of the 
this book is new however, and 
€ There are certain omissions 

ght receive consideration in 


field help 
material 

importan 
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another i$$ue ; such as the use of trumpets 
or radio Por the more precise location of 
sound direction, this being half the 
problem 2t night, 


Detectifg the positions of fires already 


started Hf triangulation might be con- 
sidered, for by plotting their fall the 
spotter nily deduce their intention, which 
is as likely to be a certain area within a 
town or fiity as an isolated works. 

The pdjition of street fire watchers is 


briefly to 


hed upon in the book but their 
position 


emains unsatisfactory. Mr. 


ChichesteE does not consider the direct 
^use of Offserver Corps findings practical 
but some ffo-operation with the official fire 
services maght be possible. The book is 
well-writt&n, well-informed, ingenuous. 
practical 2nd necessary. 

J.D.S. 



























[icient 


has been Purchased by Ministry of Home 
Security bes a long way towards solving 
many of fhese difficulties. 


It.consfits of four lengths of webbing, 
two longibnes for supporting the larger 
parts of the body, the hips and shoulders, 
and two hort lengths for the feet and 
head. th webbing strap is fitted with 
special handles which can be folded 
nable the straps to be passed 
er the patient. A special tech- 
Bed for loading the "lifts" and 
if simple. 
the main features of this 
stretcher loading, is the case 
patients can be removed from 
f walls, and piles of masonry 
enemy bombing. The patient 
able, and even spinal injuries 
It with safely. 
ice is worthy of inclusion: in 
rd equipment of every First 
and many íactories and offices 
> country have already adopted 


method c 
with whic 
the base 
caused L 
is comfo 
can be de 

This dé 
the stand 
Aid Post 
all over 
it. 


Treatment of a Case of Blast 


Injury 


test care must be exercised so 
d any further injury to the 
en ribs, etc., bud it is essential 
to get suth a casualty breathing again, 
and the Snly method practicable is by 
Schafer’s method. This method should be 
applied gently. The amount of CO2 near 
the mouth should be increased as much 
as possible by either breathing near the 
casualty's mouth or by using, if it is 
available, Sparkle s Rescusitat DES. 

At the same pst ey must be 
treated for- shock, in other words, 
essentially he must be kept warm. If 
the casualty is breathing when found, the 
treatment is that of a shock case. 
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Readers of BUSINESS are 
invited to send their A.R.P. 
queries to the editor. Infor- 
mation on every aspect of Civil | 

Defence is available | 
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Trap Clears Away Fire Bombs - 


~~ 


a 
- 


Above: the incend- 


The “MTL” 
bomb-trap con- 
sists of a 
strongly con- Re 
structed, fire- "t 


resisting, metal 
box with, detachable front ! 
of, a scoop The scoop is 
to two sliding arms, controlled by means 
of a supplementary metal shaft parallel 
the main handle, which is of wood. A 
long rake is also supplied, for use in. 


cases where incendiary bomb may have 
` It is the work of an instant tọ 
open the. scoop, snap up the bomb, the - 
same action automatically enclosing it In - 


lodged. 


the fire box. The trap also scrapes up any 
molten metal which may have been given 
off, thus removing an additionalesource of 
danger. 

In use during a recent blitz, a number 
of incendiary bombs were successfully 


dealt with by means of this useful bomb- — 


trap. , 


Sprayed Asbestos Gives Fire 
Protection 


A material used for some time for the 
internal lining of high-class rolling stock 
now has an important application 
connection with A.R.P. purposes, It is a 
waterproof, weatherproof, and fire- 
resisting board, manufactured in sheets 


10 ft. by 5 ft. (2 mm. thick). Itis strong, 


casy to work, and can be used to replace 
glass where this is lost or where it wou 
be dangerous to leave it. | 

The same manufacturers have also 

‘rfected-a compound known as 

impet 
steel or concrete, and one of*its important 
uses in A.R.P. is in its application to the 
underside of roofs (or for that matter to 


the walls) in order to prevent condens, 


sation—a trouble which has been found 
in many shelters even where they are 
otherwise quite satisfactory. This same 
substance can be applied to structural steel 


work in order to considerably limit the- 


tendency to collapse when the temperature 


of the steelwork is raised to a critical ~~ 
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t of four other concerns in two 
tories. As a result three factories 
released completely in two towns 
ere the space is most urgently 


of the Pottery 
Carpet Industries 

Certain industries continue to pre- 
nt very special difficulties. In the 
ttery industry there are three pro- 
Only thirteen of the sixty or 
enty firms are on a large scale but 
- small firms represent complete 
tions of the industry whose work 
ot done by the large potteries. 
ady, production has been shrunk 
to the Limitation of Supplies 
der. At the same time, there 1s an 


and 


rkers for certain work in war 
ustries. The problem is to concen- 
‘with only à minimum amount of 
our available ‘and yet to save all 
ons of the industry. 

le . Pottery - -Industry Employers’ 

leration is now considering proposals 
at a central fund shall be promoted 
r paying compensation to firms closed 
/n. At the same time the principle of 
untary co-operation still sfands for 
1$ who care to adopt it. So that 
ch firm in the Potteries has to make 
"its mind (a) as to whether it will 
€ in on the Federation’s compen- 
-scheme and (b) whether. it will 
g a voluntary scheme either as 
ucleus or as a closed firm. 

The carpet industry offers a further 
ries of special difficulties. Although 
wo firms may be making the same 
pe of Axminster carpet, it is pro- 
ably impossible for one to take over 
e design manufactured by the other 
aout expensive alteration to the 
om concerned. Qn. the other hand, 





Concentration Without 

| Absorption ? 

ow are small firms to attain con- 
ntration without absorption? 
Finally, most carpet firms are work- 
ng. full time, but even 75 per cent. of 
at time is emploved on Gov ernment 
ders and export business, 

In fact, I believe that a firm running 


and service orders, has an 
tremely good chance of qualifying at 
ce as a nucleus firm. It is true that 

















etailed, it will have a strong case 
commendation as a nucleus firm 









"ute demand for the skilled pottery 


ull even if part of its work be on 


M eke der the e market can be 


b. working full, 


(Continued from page 11) 


most difficult of all to concentrate owing 


to its complex construction. Here one 
branch, the manufacture of razor 
blades, has easily lent itself to concen- 
tration. In the case of other branches 
of the industry it may be that the idea 
will have to be dropped. 


Meantime, there ate whole industries 
where the reluctance of smaller houses to 
concentrate is such that scarcely any plans 
have been brought to finality. My advice 
to those industries is to go ahead with 
their plans immediately and to complete 
them at the earliest possible moment after 
the closing date for the subtalasion of 


Seven 





(1) Must a firm running full time, 
but not on quota ides be concen- 
trated? 


Suppose a concern in an industry . 
under a Limitation of Supply Order ^ 
is working 25 per cent. of its time on 


quota goods and 75 per cent 





quota goods, as it cannot qualify for a — 
certificate as a nucleus firm under these °" 
but if it can concen- 4 
trate by taking any quota production 


circumstances ; 


of another firm or firms in a reasonable 
amount, the Board of Trade will give 
it the benefit of nucleus status, 


(2) W hat does the B.O. T. mean by 
"working full” ? a 

In answer to my inquiries on this 
subject, the B.O.T. assures me that one 
shift may be regarded as “full” if it is 
the practice of the industry to work 
only one shift. On the other hand, 
it is the practice of the industry to 
work a double shift, the firm will not 
be regarded as “working full” unless 
the plant is, in fact, on two shifts. 


(3) Are the women's clothing indus- 
lies to be concentrated? 

In the case of hosiery, yes. In the 
case of mantles. and costumes, no. There 
are so many small firms in these 


“industries that it would be impossible 


for them to provide any useful amount 
of factory space. 


(4) Why is the cotton industry alone 
allowed to combine spread- -över with 
concentration? | 


This report is due to aise a Eepdofi 
on the part of an official, Neither in 


t. the spinning nor the weaving end cf 
the cotton industry will firms be allowed 
to use a limited number of spindles or 


looms.in any factory. Any number of 
firms may concentrate their production 
in one factory, but that factory must be 

ie. every, foot. of floor 
rery machite. must be in 





any general plan. 


if 


E this must DEUM 








oard facials with. cut and 
died schemes which can je fitted into 
Failing this, I can 
see some excellently run concerns 
facing extremely great sacrifices from 
the very nature of a compulsory con- 
centration scheme devised partly or in 
whole by Government officials, 

It should be emphasised that the” 
best thing a small concern can do is 
to arrange every detail of a collabor- 
ation with one or more other small 
firms in their industry, even if this 
entails a closing down of its production. 
It 1s obviously much more advantageous 


to co-operate with a small firm than 


with a large one, particularly from the 
point of view of post war production 
and selling. ` CC. 


I Concentration" 
uestions Answered. 





employment. In 


this ui y sone 
shift qualtties as i 


i working full. " 














he Mánisféy of- WLabons 
consults ith the trade.unions con- 
cerned on all labour questions arising. 
Finally, the timing of actual steps in 
concentration 1s arranged on the advice 
of the Ministry of Labour as to when 


F ber. 





it will be possible to transfer workers 
“from closed-up factories to war fac- 


tories without delay or hardship. 


(6) How will the trade mark of a 


closed- -up firm be guarded? 


The ideal arrangement is for the 


adele firm to arrange to manufacture 
on behalf of the closed-up firm under 





the latter’s trade mark; but here legal. e 
difficulty arises, Technically, ifa firm 


ceases to manufacture. under its own 


trade mark it may not be able to resume 
the use of that trade mark if the break | 
in production. extends over several 
years. Clearly some special legislation 
will be required to deal with this situ- 
ation, It is up to the industries. con- 
cerned to press for this. legislation, 
otherwise they won t get at. 


(7) What taxation 
business bear? ce 
"The closed- -up business will simply |... ^ 
have changed from a producing and 
selling concern to a selling concern. 
Although its identity as a business. 
will continue it will only be taxed. on 
the profits which it makes through 
selling goods manufactured for it by 
the nucleus firm. If the closed-up firm 
is bearing the cost of maintenance of 
its factory, ie. standing overheads, . 
lv be. SE as a 
M oae 


will rer -up 








By JOHN BURKE, Barrister-at-Law 


Editor : 
Encylopedia of War Damage and Compensation 


Loose-Leaf War Legislation; 


a 


"I am swamped by this flood of special war-time Rules and 


Regulations," 


is a familiar phrase in readers’ letters to the Editor. 


So he has asked one of the leading authorities on business law 


to digest and explain- briefly every im 


portant Act, Order or 


Regulation coming into operation during the current month. 


The notes which follow cover the period 
from April Ist, 1941. They are arran án 
alphabetical order and numbered. 

ended in subsequent issues to include 
a cumulative index to earlier notes, 


The references in these notes, 
Oo. 1941 No, 539, are references to the 
Sta y Rules and Orders of 1941 
| by the Stationery Office. 


8. Finance Regulations 


Acquisition of securities: a new vesting order 
Jus been made vesting in the Treasury a further 


list-of American securities (S. R. & ü, 1941 No. 


.590). 

Bearer securities: no bond, - 
be altered so as to convert - dt into a bearer 
security without Treasury permission; S.R? & O. 
. 1841 No. 474, para. 1, amending r, 8B et “the 
Defence Finance) Regulations, 1989. 

Isle of Man: SR. & O. 1941 No, 475. 


Sterling Area: Where goods are. exported for 
sale from the sterling area there must be no. 
in securing the remittance to the ~ 
It payment .- 


undue delay 
sterling area of the proceeds of sale. 
his not been obtained within six months of the 


time: of export or such other period «as the. 


liable ^ o 


Treasury allow, a person entitled to 
procure the sale of the goods is 
“penalties and if the goods have not been sold 
Lhe Treasury may make arrangements to sel 
‘them or to. assign the goods to the Treasury. if 
they are so assigned the Treasury may pay the 
person à assigning the goods sueh sum as the 
Treasury think fit; S.H. & O. 1941 No, 474, para. 
Z, amending r. 5B of the Defence. (Finance) 
Regulations, 1939, 

The "sterling area" now includes the United 
Kingdom and the Isle of Man; any Dominion and 
any other part of H.M. dominions outside the 
British Isles except Canada, Newfoundiand and 
Hong Kong; mandated territories; British. protec. 
forates and protected states; Egypt; Anglo 
Egyptian Sudan; Belgian Congo and Ruanda- 
Lrundi; French Equatorial Africa; ‘Cameroons 
under French mandate; French Oceania ; French 
Establishments in India; Iceland and  Fatoe 
Islands. — ir aq, which was formerly in the 
sterling area, is no longer so. (S.R. & OF 1941 
No. 632). 


4, Fire Watching 


Oun of business 
under an obligation to 
arrangements — (which may be joint 
arrangements) for securing that their 
premises are covered by an adequate fire 
Wo a service ur 24 hours a Make 


3 (SR 


premises are 
make proper 


E obl igati 
which have been allotted to them unless 


“ag. if they were resident in the city. 


ing,” 


8. Food 


share: warrant or 
other document of title to a security may now . 


NO. 5682; 


5124. prices ; 


x 


scribed for the particular district working , 
business premises are under an 
on to do the fire watching duties 


they are exempt as Home Guards, Civil 
Defence Volunteers, on medical grounds 
or on grounds of "exceptional hardship. 
(S.R & O. 1941 Nos. 68, 66). 

If a compulsory order has been made 
all. male British subjects resident in a 


ae that. district uet 


| - as | medioa above but the 
igo t to do duty ; at business pred 


» 


. subjects ee the ages of 18 xeu bo 


ork in the city are lable to be 

d to do fire watching in the city 
This 

a takes the place of the two preceding 

duties (S.R. & O. 1941 No. 538). 

See further the Pamphlet “Fire Watch- 

price 6d, 


Bacon: licensing -of producers, — Northern 
Ireland; SR. & s 1941 No,' 461. 
Cheese: prices; S.R. & © IMI No. 503, 

Eggs: imported, ` prices; S.R. & O. 1241 No. 


SR. & 0, 1941 
and herrings, 


- STU. 


Fish: canned salmon, prices; 
imported canned pilehards 
prices ; SR. & O. 1941. No. 502. 
Flour: control of mills; S.R. & O. 
NOs, 492, 511, 533. 
— Fruit and Vegetables + 
& O. 1941 No. 605; soft fruit, 
tomatoes, imported, prices; No, 4859. 
Glucose: prices; SR. & O. INI No. SHE 
Jam, Marmalade amd Preserved Fruit: licensing 
and control; S.R, & 0, 1941 No. 591, 
Milk : National Milk Scheme; S.R. & 0. 
541; restriction of sale; No, 503. 
Nuts: nut kernels, control and prices; 
O, 1941 No. 534. : 
Qais: control and prices; SR. & 0. 
oat products; Nos. ine BA, BA. 
Potatoes: erep control; SR. & Q0. 
6060. marketing scheme; No. 472. | 
Poultry : prices; SOR, &. o. 1941 No. 397, 
Rice: control; S.R. & O. 1941 No, 501; 


464. 
. Wheat: home grown, control; SR. & O. 1941 
Nos, 484; directions; No. 572; general licence ; 
No. 871: ~ milled wheaten Substances restriction; 


No. 467; prices No. 466, 


1941 No, 463, 


prices; No, 807; 


No, 

SR. & 
$841 No. 
470; 
1941 Nos. 
539, 


prices ; 
Nu. 


6. Gas Supply 
Gas undertakings suffering - war. dante 
relieved of their obligation to sugiply} « 
declared calorific value; S&R. & bod 5. 
Do r4 cV. a i 


7. Industrial Records, 
mation 


. Information, estimat 
furit to ihe ; ; 


T 
E: [moti 


tanned vegetables; SR- 


1941. 


‘for military 


lar jand Info or. E |: die 


ji - and - ret rus. ‘ape to be “Sai 


8. Limitation of Supplies 
General licences have been granted for 
supply of abdominal — belts, ‘surgical 
stockings, ete, earthemware for nursing pu 
(S.R. & ©. 1941 Nos. 320, 554}; 
including gaming machines bist exeluding 
(No, 386); replacement of w ar damaged 
buckets (Nos. 447, ); supply fo "e 
and Royal Marine Sporta Control 
Royal Naval iG um apio 
supply to British d 
486); supply of nee ete. 
inspector a5 essential (No, 565); mi 
instruments (No. 587); as to the com 
value of children's wear during May, : 


etia 


9. Limitation of Supplies (V 
Textiles). 


For general Heenees see 8. LR. & Q. 
460, 021. 


Defence 

The National Service Act, 1094h 

every person who i i8 liable to be A 
for military ue e | 


iva 


Service and 


Uader ahe 
this applies to. every at 
in Great Britain w »id has attair ied the 
of 18 and who has. not attained the ag 
AY. | 

A conscientious objector who has 
registered unconditionally in the re 
of conscientious objectors is exempt, 
other conscientious objectors are nof; 
there are some other ob which 
not concern readers i 

A person Hable: 
to apply for à pc 1 
on the ground that hr will suffer - 
tional hardship if postponement 
granted, Applications are granted 
three heads (2) domestic position; 
business responsibilities and interests 
individual circumstances, The | 
must be suffered by the person 
called up and not by his employer, A 
ations must be made to a Military: : 
(Hardship) Committee, [7 j 
desires to ream _the service 


wo a de 
ur a panmphl > 
Miltary Service,” 
price Od. net. 

E E who is called up for ser 
in à civil defence force is entitled, t 
termination of his service, to be rë 
by his employer in his former et 
m the same way as a person cu 
| serv ice, E 


a. ‘are a ! 
ntitled. Hard 
by Ralph €. 


11. Personal Injuries in 
A new Perso: nal Midi T 
Scheme. 3641 
DON | oper ates. 
7 "n der this 
temporary injury allowances and, | 
case ot Fade) M d is 


E» y sire ae 
unemplios 
These el 


pow for a 
icm pori rarı al Y 






























































ns E oye. 
ompensation but on a lower 
person who is entitled to compen- 
sation underethe scheme is not entitled to 
ympensation or damages at common law 
r under the Employer's Liability Act in 
pect of an injury covered by the 
heme (Personal Injuries Act, 1939, s. 
3). lf under the terms of his employment 
o person is entitled to sick pay from his 
mployer, the employer is not bound to 
pay him more than the difference between 
“sick pay and the amount he gets under 
the scheme (s. 4). An employer must give 
to-the Minister of Pensions any infor- 
mation required as to the earnings of a 
erson employed by him (s. 5) The 
ompensation under the scheme does not 
affect any rights under insurance policies, 
iperannuation or pension schemes, 

The procedure for making claims is 
ontained in S.R. & O. 1941 No. 578. 








i The disposal, acquisition and use of petroleum, 
etroleum products and benzole is now regulated 
p. Petroleum Order, 1941 (SR. & O, 1941 
G, Sib). 


. Public Utility Undertakings 


ndertakings. for the supply of electricity; 
inland navigation, water transport, dock, 
arbour or pier undertakings; railways which have 
ot been taken over by the Minister of Trans- 
orb; and light railways (but not tramways) are 
Orbidden to publish copies of their accounts 
OR. & O. 1041. Nos. 452, 485), E 


4. Purchase Tax 


10lesale — mierchants. and manufacturers 
tered under.the Finance (No, 2) Act, 1940, 
| are required under S.R. & O. 1940 No. 2194, 
0 to make returns of the amount of tax 
Which they are aceountable. The returns for 
future are to cover the period March 1 to 


han the last day of the month following the 
piration of the period in respect of which the 
urn is due (S.H, & O. 1941 No, 539). 


B. Railways 


Demurrage charges S.R. & O. 1941 No. 487. 


6. Raw Materials, Manufactures 
. and Commodities 


E Aluminium, segregation of scrap; S.R. & O. 
ig41 No. 522. 
" Bulbs: control; SR. & O, 1941 No. 517. 


£M1 No. 550. 
. Machinery, Plant and Appliances: SR. & O. 
941. No. 516. 


Paper: control; SR. & O. 1941 528 
striets the use of paper for advertising, pack- 
and the manufaetüre of fancy goods; does 
not apply to export). xo "or 





‘yom May 4 to August 10, 1941, 
so hours in advance of Greeny 
mainder of the year it is ont 
of Greenwich time. In caleulat 
nent of: agricultura] workers ahd contracts 
for the delivery of milk the time is to be taken 
i$ one hour in advance of Greenwich fime unless 

, parties otherwise agree. S.R, & O. 1041 











me pay- 


8. ding with the Enemy. 
Black list: The Board of Trade “black list” 
4: Hungary is now to be 


érritory; S&R. & O. 1941 No. 
ja: No. 549; and the mainland 











. Bearings, Ball and Roller: control; S.R. & O. 


should be taken out before May 17. 





The War Damage Act, 1941, provides 
for paying compensation for certain 
classes of war damage. Only the briefest 
outline can be given here. 


Part I of the Act deals with land, build- 
ings and fixed plant and machinery. Contri- 
butions, collected by the Inland Kevenue, 
based on the Schedule A value or if there 
is no Schedule A value, the rateable value, 
are to be paid by five annual instalments. 


If the property suffers war damage 
between September 3, 1939 and August 31, 
1941, compensation will be paid by the 
War Damage Commission in the form of 
a cost of works payment for the cost of 
repair or a value payment if the damage 
amounts to a total loss. In addition, a 
payment will be made for : 
works. The cost of works payment and 
the temporary works payment are made 
on completion of the repairs, The value 
payment is generally to be made after the 
war with interest at 23% per annum, but 
it may be paid immediately ii it is 
desirable to do so in furtherance of the 
war effort (S.R. & O. 1941 No, 558). An 
advance can be obtained up to £800 for 
re-housing and an advance up to £800 
for re-starting a business, by application 


to the Regional Officer of the War 
Damage Commission (S.R. & O. 1041 No. 


569). | 

Notification of the occurrence of war 
damage must be given to a Regional 
Officer of the War Damage Commission 
within 30 days of its occurrence. Claims 
for cost of works payments and tempor- 
ary works payments must be made within 


30 days of the receipt of the claims forms: 
or the completion of the work, whichever 


is later. Claims for value payments must 
be made within 6 months of the receipt 
of the claims forms (S.R. & O. 1:041 No. 
569). Forms of notification and applic- 
ations for advances can be obtained irom 
the offices of the local authority. 


Under Part IT of the Act, the Board of 
Trade have established two schemes for 


the insurance of goods against war 
damage. These are the business scheme 


for the insurance of goods (other than 
stock-in-trade insurable under the Com- 
modity Insurance scheme; see para. 20 
below) and the private chattels scheme 
for the insurance of furniture and other 


` personal property. 


The business scheme came into opera- 
tion on April 17, 1941, and the fir-t policy 
The 
forms -of policy and the premiums are 
prescribed by S.R. & O. 1941 No. 450. 


The private chattels scheme came into 
force on May 1, 1941 and a policy should 
be taken otit by May 31, The form of 
policy and the premium are prescribed 
by S.R. & O. 1941 No. 451. 


In addition to the abóve there i= a free 
insurance scheme under which the Board 
of Trade will pay compensation without 
insurance to a householder up to £200. 
Ii he has a wife living with lim the 
amount is £300 and an extra £25 is paid 
for each child under 16. Persons other 


than householders may be paid up to 


£so. 


All the foregoing payments arc to be 
made after the war except (1) advance 
payments may be made under the business 


scheme if expedient in the public interest 
or if the claim does not exceed £100; (2) 


temporary | 


King's enemy risks is now. 1 


advance payments may be 
private chattels schem 
free insurance .scheme™: 
avoid undue hardship or if the 
not exceed £25. Ma eS 


Part III of the Act amends the com- 
modity insurance scheme» established - 


under the War Risks Insurance Act, 1939. 


Mutual schemes for insurance against- 
war damage äre severely restricted as 
from April 17, 1941. (S.R. & O. rop No. 
500). 


The headquarters of the War Damage 
Commission are at Devonshire House, 
Mayfair Place, Piccadilly, London, W.1. 


20. War Risks Insurance 


The commodity insurance scheme oper- 
ated by.the Board of Trade under the 
War Risks Insurance Act, 1939 has been 
amended by the War Damage Act, 1941, 
so as to bring it into line with the 
insurance schemes (see para. 19 above) 
under that Act. 


The commodity insurance scheme is for 
the insurance. of goods in the United 
Kingdom held by sellers or suppliers of 
goods as stock-in-trade. Insurance is 
compulsory on the part of owners of 
stocks whose valuevexceeds £1,000 (S.R. 
& O. 1940 No. 785), or in the case of. 
foodstuffs, £200 (S.R. & O. 1940 No. 
‘The risks insured. against. are 








a 


identical with . 
war damage under the War Damage Act, 
1941 (War Damage Act, 1941, s. 78 and- 
S.R. & O, 1941 No, 491, para. 4d. 


A new form - of commodity insurance 
policy has been prescribed (S.R, & O. 1941 . 





Certain classes of goods which are not 
easily destroyed or are not readily saleable 
in war conditions were formerly also 
excluded from the scheme and were not 
insurable, Thése goods are now exempted 
from compulsory insurance but may be 
insured voluntarily (S.R. & O,. 1941 No. 
491, para. 3). 


Sellers or suppliers ci goods may now 
insure stocks which they do not own but 
in which they have an interest arising in 
the course of business. Any person may 
insure stocks which he does not own but. 
which are in his possession (otherwise 

than under a hire-purchase agreement) or 
over which he has a charge or lien (War. 
Damage Act, 1941 s. 74). 


21. War Zone Courts 


War Zone Courts have been established through- 
out England ^" )» 1 
564), and Scotland (No. 518), These courts only.. 
function when the ordinary courts cannot function - 
properly owing to invasion. =c ioo 0 70 0 V 


















and Wales (SR. & O. IML No. ^ 
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in disingenuous statement with 
“exports 99 per cent. of last year.” 

Vith average retail costs up 27 per 
ent. and overheads where they are, 
4s obvious that the volume of exports 
ell by around 30 per cent. 

“While there is no harm in using 
ioney values for a press statement, it 
utterly misleading to gloat over the 
laintenance of the level, on E 



















































export situation. and; $0 minimise 
ficulties. of the export Mods 





EE d Material for export 
ases daily particularly in textiles. 
some cases the exporter is being 
t to the same percentage of raw 
iterials as the maker for the home 


Food Sales Are Now Down 
Around 40% 

Ship's sales for March show a slight 
all. below the February level, at -2.1 
if-last vear. This is certainly more 





940, which show ed a rise of 12.8 per 
ent. 

The rise by around 27 per cent. in 
cost of living, reduces the volume 
E sales in March by that amount, 
ving a fall in ‘volume of 29.1 per 
nt. To this price rise must be added 
he Purchase Tax of 174 per cent. to 
332 per cent, now in full operation. 


yer cent. to go before we get the situ- 
ion in hand. 

"ood sales are certainly 
jl te control, thanks. 
consumer and 









Box-type factory 
speaker 


.— MANCHESTER © 





op Sales Refle et Furi h i 


P ‘Control of Storage CAN Improve 


. Population Moreii | : 


URELY the D.O.T. reached the limit 


tisfactory than the figure for Se 


same 
Probably the ‘fall in sales is over 40 
per cent. So we have only another 10 


because it is not paralleled 


This malio gives the perfect way of tr 
the return to work with the minimum loss of 
antidote to fatigue, and will locate any executive urgently 
estimates, or rental terms—free on request. Twenty-five years’ experience at your disposal in manufacture, 
installation and maintenance. A test gladly arranged at your own works, | 








CHISHOLM, M.A., 
Business Consultant 
supplies. For the first time in my 


recollection, the. fall in food sales 1s 
identical with that for other merchan- 


dise. Obviously this equality of move-. 
yet, | 


ment must be a pure coincidence : 
it does seem to show that the control 


of total sales in textiles, hardware and 
a wide variety of lines is under some 
degree of control. 


Variations in Area Buying Prove 
Stronger Than. Ever 
The value of food sales. rose in every 


one of the provincial areas, rising to 


6 per cent. in Scotland; in London 
there was a fall of 7.8 per cent. and 
of 10.6. per cent in the suburbs. 
Variations in the sale of other goods 
was more marked than ever. They 


range from a fall of 19.3 per cent. in 
London to a rise of 16. 


yer cent. in 
Scotland. The sale of household piece 





goods was up by 21.2 per cent., of dress 
piece goods by 27.6 per aoe (This 
probably means a fall of only 20 per 


cent., allowing for the Purch: ise Tax). 
Footwear sales wobbled astonishingly. 


There was a rise of 328 per 
cent. in Scotland, a fall oi 16.6 
per cent. in London. 


North-East pays 64. 9% More For | 


Piece Goods 


Furnishing goods continue in the 
doldrums again with the exception of 
Scotland (5 per cent. up). The sale of 
hardware goods shows precisely the 
rariations as piece goods, but 
the sale of fancy goods are maintained 


throughout the country outside London 
.and its suburbs. 
Sales of dress piece goods are up 


by no less than 64.9 per cent. in the 
North-east. The figure is extraordinary 
m any 






DICTOGRAPH SOUND INSTALLATIONS 


{Dictograph Telephones Limited) 
HOUSE, WESTMINSTER, S.W.I * 


AURELIA ROAD . . CROYDON 


Tho 2427 (2 lines) 
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those in any part of 


ae in the popular children's 
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he oui. 





- Situation 


HE new register of factory and - 

= storage pe was overdue, like 
the appointment of Sir Thomas Barlow | 
and Mr. Phillip Water as factory and. 
storage Controllers respectively. Only 
with complete registration not merely 
of floor space, but of what is happening 
on that floor space, can the best use of 
available factory space be made with. 
a minimum interruption of normal 
business. At the moment there are far 
too many parts of small factories being 
used for the manufacture of small 
parts, for storage, when other and more 
suitable accommodation is avaiable in 
the area concerned. 


Tobacco Sales Are Up in War- 
time! 


Many manufacturers working for the 
home consumer trades are concerned 
by the inequalities of supplies which 
they are often ut able to avoid. The 
map published i in last month's Business 
showing the results of evacuation since 
September, 1939, may be of ‘some 
assistance to some of them. “he worst 
problem arises. in. the child: rs. clot 
ing trade. As most evacuees are’ 
children, the shorta h clothing 
in  evacuee areas 4 ‘becoming 
extremely serious. Many shops in. these- 
areas are without a single | vital 
Sizes. 
~The greater problem in the whole: 
supply situation is, of course, tobacco. 
the first year of the war the 
tobacco industry actually released and 
sold 2096 more cigarettes thàn in the 
previous year. The result is that the 













.present cut of 1096 still leaves the sale 


of cigarettes far beyond what it should 
be in war time. Whatever stocks the 
tobacco manufacturers hold it is clear 
that they are occupying too- much 
shipping space in maintaining the turn- 
over above the pre-war level. Here is 
one case where a little more control 
might almost be salutary. 














. GREATER. poet 
IDEAL WARNING SYSTEM 


ansmitting. the Biiofepotter’ s warning and also announces © 
time. The same installation broadcasts music, a wonderful 
required. ‘Information, demonstration, survey, 


CONTROL OF STAFF DURING AIR RAIDS - MASS : 
ADDRESS TO EMPLOYEES - 


“BURGLAR AND SABOTAGE ere 2 


ACCIDENT, FIRE — 
AIR RAID 
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GOOD WORK? With 3/-| yet still 


Wasted on every Letter? 


It's not Miss Jones' fault. She is not responsible for 
the way your office system wastes your money! 


She came to you eager to be a helpful, efficient 
secretary. And what happens? Every day she sits 
around taking shorthand dictation . .. in the interva!s 
between callers, ‘phone calls, and other interruptions. 
Manages to scramble through the letters just before 
you catch your train. 

Wheress, wlth the Ediphone, both your time and hers 
would be spent to far better advantage . . . . letters 
dictated at your convenience, typed at hers, signed 
ready for the early post. And an extra hour or two 
of working time gained every day. 
She can tell you how she could employ 
that time. We can prove how we can 


save on your correspondence costs. 


Everybody's time is more valuable now—and 
the Ediphone helps to save time all round 
Let us help you. May we demonstrate —in 


your own office? You incur no obligation. 


For recording Telephone conversations, Board 
room conference, Minutes of Public meetings. 
speeches. etc, use the TELEDIPHONE. 








THOMAS A. EDISON LTD, 


Victoria House, Southampton Row, London, W.C. 1. 
Telephone: Holborn 9988. 
BRANCHES AND DEALERS /N ALL PRINCIPAL CITIES. 








DER t M". . - 25 


ENS. VILAM TNI 






Th ALAN 





v 


‘on guard” 


It takes a heavy “blitz” to put the Universal Postal Franker 
out of action . . . even then it is still "on guard" Money 
spent on buying loose stamps which are burnt, is irrevocabh 
lost; but any balance of credit with the Post Office (fn advance 
for postal franking) can be recovered by reference to the records 


5 


The last service rendered by the “Universal” Machine shown 
above was to secure the Post Office refund of £28 which would 
have been lost through fire had the money been spent oi 
In numerous other instances of fire or damage. individual 
balances up to £120 have been recovered 


SPEED, SIMPLICITY, EFFICIENCY 


A “Universal” franking machine guarantees that your oute 
mail will be handled with maximum speed, minimum laboui 
With the hand operated models, letters, postcards, parce! 
can be correctly franks | at the 4000 an Noui 
Much higher franking speeds can be obtained with the electric 
machines, 


rate of 2,000 Li 


Each machine is its own auditor, the credit meter showing thi 
balance available at caci ' operation. There are 
stamps to buy, record or affix no laborious entri 

the postage book, no adding up and balancing of postal expendi- 


türe.. the machine guarantees dead accuracy alway 


stappe Of 


Bat... , 
d | PCA a! 


One of our representatives «ll be pleased to call and quive vou 
full particulars of this time, money and labour saving equipment 
Our factory ts mainly employed on work of vital national 
importance, so th is inevitable that delay in the delivery of our 
latest models wi occur. An early record of your | 
«Wl therefore prove advantageous 
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hand operated mac- 


hine here illustrated 
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comprehenswe range 
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UNIVERSAL POSTAL FRANKERS Li. 


l-7 Canonbury Street, London, N.I 
Tel, : Clissold 361316 






















T: problem of securing office staff 
has been solved by one large firm 
by informing a number of elementary 
$ schools and business- training colleges 
| in the suburbs that there are frequent 
vacancies for copy typists and learners 
on the staff. Pupils of the schools 
coming with a recommendation from 
their teachers are assured of a good 
post, with excellent chances of pro- 
motion. Following the successful pro- 
gress of one or two girls from a school. 
the teachers saw that only the most 
| promising pupils were introduced. 
Experienced shorthand-ty pists pre- 
sented a different problem, Central 
Labour Exchanges were unable to help 
but it was found that the suburban 



















“KEMCLO” STOOL 
as illustrated 13/- delivered; 

17/6 with Back Rest. 
2—Extra large compartment and 
2I Sco seat 25/-. 
































"SEAT pene to on Tony 
CAN BE CONI 5 MADE 


| Making the Job Easy for 
the Bevin Girl | 


(Concluded from page 8) 


particularly acute in that field it is 
vitally necessary to ensure so far as is 
practicable, that operations are split in 
such a way that the tasks assigned to 


appropriate to their skill and training. 

It may be argued that the double 
or triple handling of a piece due to 
the splitting of operations means. an 
increase in the number of men hours 
taken to handle a given amount of pro- 
duct. In some cases this may be true, 


dj Income Tax 
bh — Headache? 





4 can alleviate the 
— pain! Ask us about. our 
books on Income Tax, 
Excess Profits Tax ‘and 
National Defence Contri- 

=< bution, We have several 
7. =S that will heip you to 
mo oA straighten things out and 
wake life pleasanter for you, In fact, we've 
got a new 4 page leaflet describing them. 
Why not send for it? 


to do so if a larger óver-all output can 
be achieved to the absorption of 
additional labour of a lower degree of 
training and experience. 

Machinery of a low grade type 
unsuitable for finishing operations can 
be used for roughing and semi-finishing 





PITMAN’S FOR BOOKS 
ON INCOME TAX 


LOUDSPEAKING—NO SWITCHBOARD—NO DIAL . 





< With Dictograph Telephones installed the Chief 
Executive can communicate with any depart- 
ment direct — by a simple flick of a key. All 
departments can also communicate with one 
another, but executive calls get priority auto- 
| “matically, Arepresentative will gladly call to dis- 
- cuis possibilities. Information, demonstration, 
/survey.estimat tedor rentalt terms—free on request. 
venty-five year: jence at your disposal. 

















| War-Time Labour Pr : 


Secure your T ypists. and | Learners 
Straight. from School - is 


aside to see 


the higher grades of skilled labour are 


but it must be regarded as practicable. 


DICTOGRAPH TELEPHONES. 


Abbey House, Westminster + 


Moris at CROYDON and Branches at GLASGOW, BIRMINGHAM, MANCHESTER; LEEDS, NEWCASTLE, 
BRISTOL, CARDIFF. AND DUBLIN. o 


A. R. P. Consult Dictograph on Telephone and Sound systems. dor A. RP. an 
Music in Factories. n 


ones ustially have an. A supply 
‘girls on their books. These, 
sources of staff were regularly advised: 
of coming staff requirements and the 
usual red-tape of Exchanges swept 
that the most satisfactory 
types of girls were recommended, 
Similar. methods 
employed for securing male staff and 
salesmen. Since an unemployed man 
has to register where he lives, he is 







usually only in contact with a suburban 


Labour Exchange, whereas the vacant 
jobs are, in most cases, with City 
as who notify their loc al 
of their requirements, information of 
which is rarely passed on to outlving 
branches. 


operations using much heavier feeds 
than would be practicable on machines 
which must be maintained in a suitable 
condition for carrying out precision 


finishing operations. . x 
Finding the Tool Setters 


There is an inevitable sequel to this. 
More, and not less, labour is required 
in the tool room when operations have 
been so simplified for women. Where 
are the skilled tool setters to be found? 


Engineers first answered that 
question, if I recollect rightly, in the 
last war. At that time they were 


already taking semi-skilled workers 
from the lines and giving them special 
training in the setting of engineering 
tools. “Obviously, these men require 
skilled assistance for some time after 
their training. 

This subject is so important: that I 
shall be giving further experience on it 
in an early issue. - 4 
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. THESE R.A.F. FITTERS 
ARE GIVEN 
NON-SHRINK OVERALLS 
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One Machine does the work of Two 


Continuous Form Billing in addition to regular typing 


Your typewriter actually does the work of two machines 
when used with "'Fanfold" Continuous Form Adapter, 
because the many time and money-saving methods of the 
Continuous Form Billing Machine are added to al! the 
advantages of regular typing. 


"Fanfold" Continuous Forms typed over our Attachment 
effect savings in Billing time and costs, ranging from 17*, 
to 78%, without affecting the operation of the typewriter 
for regular correspondence and other purposes. 


"Fanfold" Adapter places no atrain whatever upon the 
typewriter carriage; because of the very simplicity of con- 


struction and operation there is nothing to get out of 4 





order. TN Les 
anfoj, E E 
: CROWN COPYRIGHT KESERVED E 
NORTH CIRCULAR ROAD, LONDON, N.W.2 Your staff will work better, be healthier, 


rvivi= 3 


Telephone : GLAdstone 5477( 3 lines) look smarter in protective clothing that 
doesn't get smaller when it's washed 
Chee Woodhouse YOUR staff is probably doing for overall cloths and cotton : 
just as important work these service uniforms worn by the : 
days as that of the fitters and Forces. This standard is a very 
ME riggers of the R.A.F. Like them, high one. It allows for no more 
they have to be able to move fast, than J of 1°, shrinkage in length $ 


to use their arms freely, to bend or 2^, in width. “1 


quickly, and to breathe without The diagrams below show the å 
restriction, hey too need to be wide margin of difference be- 
efficiently protected from grease, 








rote tween many so-called shrunk 
dirt and oil in the shops or overall cloths and “ Rigmel "- 
workrooms. Shrunk. They emphasize, too, 
Overalls that shrink neither the importance of getting 
give workers efficient protection * Rigmel "-Shrunk overall cloth 
nor allow them to do their jobs when buying for factory staffs. 


- 


efficiently. You will find your staff are xj 
This fact has been recognized healthier, look smarter, and work ? 
by the War Office. They specify better, in overalls that don't 1 
a standard of shrinkage control shrink. And they are an economy EL 
because they need fewer repairs F 


and replacements. 

Why not see your suppliers 

| IE TIZT 3.4 FT about '* Rigmcel"- Shrunk cloth? 
+ = ^w Protective garments in it are also K 
a 35 ^| available through retail outlets E 

Overall cloth that is “ Rigmel"'- for purchasers of small quantities, 
`. tk won't shrink by more the ^. 
rui? No more worrying about Incendiary Bombs. Here's a simple Shrunk won't shrink by more than 4 


and rapid extinguishing of the fires they cause. Simple to @ fraction of an inch in the yard. 
operate, and safe for the operators. Fifty gallons of water easily 


Compare these diagrams 


transportable and at your service instantly with two Home Office Stirrup > is, BRR ALAS 
Pumps fitted. The Woodhouse Pyramid Attachment can be fitted if ~~ 
_ .. desired for controlling the bomb. " < - : 
Write for full details now of this and also Some so-called “ shrunk," “ fully- 
' of our sand-container, scoop and rake outfits. shrunk” and "guaranteed wn- 


Are you interested in FIRST AID HAVERSACKS AND POUCHES. If so 


» à; 
: werall cloths shrink 
write for details now. shrinkable” ove cloths shri 


hy as much as 2 inches in a yard. 





WOODHOUS Rigmel- Shrunk Sm. 


Registered Office: 108 CRICKLEWOOD LANE, LONDON, N.W.2. Advertisement of THE BRADFORD DYERS’ ASSOCIATION LIMITED 


Telephone: GLAdstone 7093, D.B.B, LONDON. : BRADFORD - MANCHESTER 
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THE WAR 1941 
vitally affects every business in the United 
Kingdom. It is essential to have available 
the actual text of the Act. But the Act 
by itself is of little use without the Rules 
and Orders made under it and it is only 
the latest of a series of Acts which deal 
with the effect of war damage on the rights 
of property owners. 


The Loose-Leaf 
Encyclopedia of 


WAR DAMAGE & 
COMPENSATION 


Edited by JOHN BURKE, 


Barrister-at-Law. 





Editor ‘“Loose-Leaf War Legislation." 
Assistant Managing Editor '' Halsbury's 
Laws of England" (Hailsham Edition) 


is a complete collection of all the Acts, 

ules and Orders relating to war damage 
and compensation. Full annotations to the 
Acts and Orders explain the meaning of 
the text and the relation of one Act to 
the others. A Preliminary Note to each 
group gives an invaluable general summary. 
A single comprehensive Index covers the 
whole subject. 


The characteristic feature of war-time 
legislation is change. New orders are 
issued and amendments are made, some- 
times by Parliament, more often by 
Government Departments and there is. 4 
constant need to keep up-to-date. 


- Always Kept Up-to-date for You 


The LOOSE-LEAF ENCYCLOPAEDIA 
OF WAR DAMAGE AND COMPEN- 
SATION is kept continuously up-to-date by 
the issue of loose-leaf Supplementary Parts 
with full instructions for collating them 
with the main work. 








CONTENTS, 


I. War Risks Insurance. 


it. Landlord and Tenant (War 
Damage). . 

Ill. Housing and Essential Buildings 
and Plant. 


IV. Compensation. 
V. War Damage. 
Vi. Forms and Precedents. 


This war-time necessity, which will save 
you worry and considerable expense, is 
only 20/- nett, including a substantial loose- 
leaf binder, or 21/- post free. Supplemen- 
tary Parts, keeping it up-to-date, will not 
be more than 5/- each. Make sure of a 
copy by securing it to-day. 





HAMISH HAMILTON (Law Books) LTD. 


| 90 Great Russell Street, London, W.C.1 
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ar-time Necessity | _ 











that is needed to provide a 
perfect record of 2,500 docu- 
ments. The illustration shows 
the comparative space required 
for the original documents and 
their photographed duplicates. 


|Bombs may Destroy Your 


Important Business Records 


Space-saving Films Safeguard Blitz Losses and 


Reduce Duplicate Storage Space by 99 per cent 


OBODY’S records are safe now-a- 

days. Material loses can be com- 

pensated but loss of data can never be 
made up for. 

The only way of making as sure as 

possible that valuable records are not 
lost by fire, theft or enemy action is 
to keep a duplicate set of records in 
another place. 
— But this, by ordinary methods, would 
mean yery great expense for the amount 
of storage room necessary. Therefore it 
is expedient to look around for some 
way of keeping a duplicate set of all 
records without needing the same 
amount of space in some other place. 
There is such a method already in use; 
it is by photography on small size 
films. On an average, the amount of 
storage space required for the films is 
one per cent. of the space required for 
the original records. 


The Camera Cannot Lie, 
Especially About Signatures 


The making of these film copies is 
extremely simple. The originals are fed 
by hand into a machine called the 
“Recordak” by an unskilled operator 
who does not have to know the first 
thing about photography. They are 
automatically photographed during 
their passage round a revolving drum 
and are discharged into a receptacle 
in the same order. 

Quite apart from the saving of space, 
however, just imagine the cost of 
copying all the important records of 
a firm by ordinary methods. Typists, 
who are, of course, skilled workers, 
would be typing all day long, day after 
day, copying one document at a time! 

Perhaps the most important feature 
of this duplicating method, however, 
is the impossibility of error. With the 


human element, no matter how efficient 
the typist, the risk of error by 
omission or by wrong copying is 
always present. The camera records 
exactly what is there—no more, no 
less. And it does what no typist can 
do—give -an indisputable copy of 
signatures. 

When reference has to be made to 
filmed copies, it is a simple matter to 
project them with the projector 
supplied for the purpose. 

Photo Copying Eliminates Risk of 
Error 

Filming documents has simplified the 
work of banks and clearing houses, 
and is applied to accounting systems 
in large commercial firms. Before the 
cheques are passed from one bank to 
another they are filmed, thus simpli- 
fying the work of balancing which 


One small reel of film is all - 


often otherwise entails a vast amount . 


of time spent tracing uncharged or lost 
cheques. 

Filming can be used to speed up the 
execution of orders and reduce queries 
in ordinary commercial manufacturing 
and supplying firms. The customer's 
own original order form is used as the 
delivery note. Details of price, etc., are 
added to it, and it is photographed 
before being returned as a delivery 


note. This saves a great deal of 
copying, with its attendant risk of 
error. 

Photography in the keeping of 


commercial records is not a new idea, 
but it is one which the difficulty of 
war-time trading—shortage of paper 
and. labour, necessity of keeping 
records in two places for safety; and 
many other problems—is developing 
far more rapidly than normal conditions 
would have done. 

Tt is an idea that has come to stay. 


a 


Write fot Stook and. Planning 
leaflets to Department 801 


KARDEX VISIBLE CONTROL SYSTEMS, 


1 New Oxford Street, Londen, W.C.1 
Telos CHAncery SESS, 
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pitfalls 


AeA MACRO EN ree TH SH rara e leet erm tI) 


the os M eaae ab top 


speed all the time.. . why, tha 

sounds jike millenium. But it 
the sort of prohlem that Kardes 
is tackling, and solving, daily. 


There's à — rensón. 
pitfalls of your industry, but the 
of system planning tóo.- 


They provide simple,  praétical, 
action-compelling solutions. — bet 
them talk over your problems. 
and plan for more efficient 
production. 


RADIO KARDEX, an inter- 
esting fireside magazine 
sent free en request. 


Kardex 
experts understand not oniy the 


f securin 


jobtime records and deal 


^ ————————— PUER 
— ——— HIP 


British Made. 


This machine certainly solves the problem 
morning mail quickly and efficiently. it. u 
within a very short time, 


£14 12s. Od. including Purchase Tax Limited. 


COLLEGE ROAD, 
Phone: WALTHAM CROSS 3364. 





















































of Jo through 
embezzlement by 
employees 


ippens again and again—no 
em is proof against it. Pass. 
he burden of such loss to the 
ENERAL,” a company with 
sets of £20,000,000. Enquiries 
: invited for individual or col- 
ctive Fidelity Guarantees. The 
cost is small 


- . Customers even Ls you: 








T seems to me that bauna the 

government is necessarily taking a 

great deal of the control of our 
businesses out of our hands, there is 
a tendency on the part of too many 
of us to feel that we can do nothing 
about the future of our own businesses. 
| The Government wishes that : after 
the war employees should be reinstated 
in their jobs. Therefore, no: employer 
lhas a right weakly to allow his 
businéss to lapse without an effort, and 
then to say he cannot reinstate. 
because his business was ruined by 
war. 


THE 


NÉRAL 


ACCIDENT FIRE AND LIFE 


EM CORPORATION, 
7 LIMITED 

Life & Pire Established 1837 
Casualty 1885 
e. Chief Offices — l 
General Buildings, Perth, Scotland 
General ea meee, London, W, e: 2 









Bulletins, Not Letters, Give Best 
Results 


Hence the particular value of such 
articles as that in the January issue 
of Business, about firms who will use 
war experience to boost their after-war 
business. This article told of a firm 
that has adopted a sort of "public 
relations" policy to keep contact w ith 
and to retain the goodwill of its many 
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— WAXCRAFT | 
YPEWRITER CARBONS 






activities. 

It is difficult to publish a ‘house 
journal of any pretensions in. -these 
days, but some sort of periodical” Con- 
tact with customers and a selection of 
the more important prospective cus- 










Speciality— 


, @ Does not Stree’? or crease. 
@ Sharper impression. k 
@ Costs no more, 

@ Longer life. 


FREE SAMPLES FROM 
TANDARD OFFICE SUPPLIES CO, 
57 FARRINGDON ROAD, 
"LONDON, E.C.1. 
Phone : CH Aneery S501 (4 lines). 
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Keep Your Business Going | 


Use Bulletins to Maintain Contaet with Old 


Says E. SYMES BOND 


Managing’ Director, The Vase Press Ltd. 


The NEW  non-smudge customers and prospects. This firm, 
among other things, has issued à. 

CARBON PAPER monthly bulletin, not asking for 
business, but giving its customers. 

interesting information about. ‘its. 


A PATENT BLACK OUT 
BLIND FOR FACTORIES 


No Light Leakage at Top, Bottom or Sides. 
Proper Ventilation." yen: 


AV 







shave Nothing to Sell 


tomers is essential. A leiter is one way, 
but to write a series of letters on the 
same subject becomes formal under 
present conditions and is hardly the 
medium for telling stories of war-pro- 
duction or war difficulties. 

A "bulletin," which is I suppose a 
slighter form of house journal, can 
tell the stories as though they were of 
public interest—which many of them 
are. I saw two recently, one published 
by a firm that has no stock whatever 
to offer its old customers—only a few 
spare parts, of which it is making the 


most. 

It publishes photographs of the firm's 
representatives in — their service 
uniforms, gives brief and cheerful 
accounts of its attempts and failures at 
obtaining ^ supplies, and includes 


articles on suggestions to its readers as 
to how to overcome some of their war- 
time difficulties and how, to interest 
new and unskilled female workers in 
the trade. | 

The other journal also concentrates 
more on ideas that may be helpful to 
the firm's old customers than on 
lamenting their loss of trade, and I 
know that both bulletins have created 
a very friendly feeling towards the 


& publishers. 


The whole secret of the preservation 


of goodwill and of the value of trade 


marks, trade connections and trade 


names, is to keep up some sort of 
regular. contact with customers and 
prospective customers. 
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STAFF 


EUITH the present diffculty of 
-" securing experienced — office 
workers many misfits are bound to 
Creep in an organisation and by their 
mefficiency cause considerable . loss 
and interference. To many firms it is 
not worth while to introduce a fully 
organised central typing department or 
to make elaborate research and output 
standards, | | 
A simple form of. typist's ‘report 
introduced by one firm has enabled. the 
office manager to establish a basic 
system for utilising girls for the jobs 
©- for which they have the most ability. 
— For two or three weeks each girl kept 
a rough daily record of her work 
under the headings of :— 

.. Letters dictated and typed. Full 

. page. Half page. Less than half 

"pages. 

Inter office memos typed. 

Standard Letters typed. 
Form letters filled in. 

Envelopes addressed. 

Invoices typed. 

Telegrams, ete. ——— i 
Documents typed, number of pages. 
Tabulated work typed, number of 
pages, | T 
Miscellaneous work—itemised by 
hours. 

Against each item the approximate 
time was recorded, and then they were 
consolidated in a Weekly Analysis of 
.. Typist's Output. | 








tasks and enabled cert 
ing considerable effici ye 
to the ablest girls. Work of a less 
.. Mivolved nature was given 
reliable girls. Within three months a 
"System had been perfected which 
: showed nearly 100 per cent. improve- 


ency to-be given 











ENCILS, 


VENUS PENCILS are 

incomparably smooth and 

long lasting, their standard 

of quality rever varies. 
_MADE IN ENGLAND 

NOWN THROUGHOUT THE 

WORLD. _ 

= 1j you have any difficulty 

in being supplied, write. 

direct to the "address 

which degree yo 


OK 
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OFFICE EFFICIENCY AND ECONOMY 


RATIONALISE YOUR TYPING. 


ment in ou 





tput without increase of 
^staff. .-. EN 
This simple output-record system can 
also be applied to other types of office 
work, to despatching and so on. 
WATCH YOUR TYPEWRITER 
.. RIBBON COSTS. — 
TYPEWRITER ribbons can form a 
“very substantial item Of office 
expenditure unless. care is taken to 
encourage typists to conserve them as 
much as possible. The life of a ribbon | 
varies from two to eight weeks, 
according to the amount of use made 
of it and also the size of the type face - 
and condition of the platen, Or rubber 
roller. A machine with pica type will 
get up to 50 per cent. greater use Out 
of a ribbon than. one with the smaller 
elite type. A smooth platen is also an 
i tant factor since it gives a better 
type impression than one badly worn, 
and so prevents rough wear of the 
ribbon. | E 
Single-colour ribbons give at lez 
per cent. more wear than two 1 
ribbons. The red, or empha ising, 
portion of a two-colour ribbon is often 
used only for the equivalent of ten 
























Reprodu« 
your valuable rece 
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. This analysis at once showed the œ 
time taken by each typist on various. IV 
ain jobs demand- ` 


to less. 
application of oil. 





















Bl one 
time to wait for him, why not ask his 
"secretary to let you use a dictating 
machine? You can then talk to him 


dines during the whole life of the ribbon. 
With a single-colour ribbon capital 
letters and underscoring can be used 
for the purpose of emphasis equal to 
that of a red ribbon: 


e 
REVITALISE DRY 
=- RIBBONS — 
MORE typewriter ribbons are dis- 
^"7* carded because they are too dry 
than those which are actuall y worn 
out. Providing the fabric of the 
ribbon is still intact much of 
.former freshness can be regained by an 
Á piece of woollen 
cloth or a sponge, moistened with 
sweet, typewriter or sewing machine 
oil; and folded round the ribbon, which 
Should be wound from one spool to 





another a few times, will be found to 
I retresh the ribbon and give several 


nore weeks' wear, 

TO SAVE CALLING BACK 
F thesman you want to see is out 
" when you call, and the matter is 
of importance and you have no 





as if he were there, and before” you 
leave, listen to your own voice to be 
sure that you have left no important 
point unsaid. | 


the 1 





















| THE WISE MAN tak EA 
| cautions to ensure that all th 
| documents in his business are dip: 
| in such a way that in the even 
| destruction of the originals, his-&i 
| can still carry on without inte 


| Single documents, with maximu 


| of 103 inches but unlimited length, 
| be reproduced on t6 m | 





ete apa, 


à s and other | 









ed on 35 mim. film a! prices 
from 12 shillings per 100 facsimiles. 
| Ask the "Recordak" Division of Kodal 
| Limited fo quote you for your require. | 
| ments at the following offices. — 


| ADELAIDE HOUSE, KING WILLIAM ST, 
| LONDON, E.C.4 ; 


.— L1 PETER ST, MANCHESTER, 2 














T FIGHTING 


avents have shown the necessity of | 
fire fighting equipment in industrial | 
w ff fire fighting is your difficulty, we. 
be of assistance to you. — 


estos Outfit 

tfit, which gives protection to the front 
jody, comprises Face Protector, Blanket 
| and long Gauntiets, : 
ete in carrying satchel ... 51/6 | 
bestos Blankets 6 x 6 in metal container 35/- i 
os Blankets 4' X 4' in satchel 19/6 


ment for Works Brigades 


prigade specialists, we have helped and 
ed many of the largest industrial concerns 
country, If you need advice of any kind | 
all be pleased to place the benefit of our, 
a in this type of organisation “at your 









































Efficiency is 
increased, 
waste reduced 
and output 
raised with the 

























help of 
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Gledhill-Brook | 

TIME RECORDERS 
Viste EAR E Cantona end Scien . 

| GLEDHILL-BROOK TIME RECORDER LTD. 

^ Dept. 38; Empire Works, Huddersfield. 






Fittings and Hose 


are now in a position to give quick delivery | 
Gunmetal Fire Fittings, including Adaptors, i 
“pipes, Nozzles, Breechings, Valves, Stand- 
ete, We shali be pleased to quote for your 



























































facing 


Hn (average 1 words to a line). 
costing 7/6; each additional line 
dine 2/6. Box No, counts as one line — 
) be paid for; replies are forwarded free | 
ge; 219, discount for 3 insertions, 8% for | Staff 
"gor 13, Payment with order for single 
n. Display paneis 25/- per single couman | 
Discounts as above. Special rate for 
peintments Wanted": 3 insertions for the | 
i price of 2. | 


TIME S 


Checking and Job Costing “Time | 


Time 
| Recorders (all makes) for quick cash sale, exceptional 
| eondiiion.--Write "Hetercol" Box 348, BUSINESS, 


Whiteiriars House, Talis Street, BO 


WANTED 


| [Office Furniture and 
Do prjjee paid. Send deseript tion 
| Holborn, London, W.C.2, Tel. 


113 
255 4. 


DALE, 
HOLborn 





x-Governinent and | 
cH FURNITURE, IN, 
ESKS, CARO INDEX 
abinets, NEW AND 
 PRICES-—WBRBITE FOR | 





HAND, T 
atogrm, THE MISCELLANEOUS TRADING CO, 
jS Hen HOLBORN, Ww. Od, HOLBORN 4894." — 


FOR SALE 


WEEK TO HELP THE 


in each, | 


xen Cabinets 3R size. 126 trays 
SR plates, used once only. 2 Hand Model 
also 1 REKL Rotaprint Machine, | RED CROS 


o 
i 
n 
D 
- 


nsmber. 























IBBONS KNOWS CANADA |e 


S LIMITED + . ADVERTISING AGENTS: 





d frm arrange 
|absentees on their return, as illness is - 
so often given as a reason for being. 





| unpunctuality 


P results from a few 
ddrve." 


minutes past the time of arrival, 














Safes urgently antoi, Good 
High 





It’ s the least 


do— 
GIVE ONE PENNY EACH 











Telephone: EUSton 5135. 
automatic Wages Cashier. Absolutely new. | @ Start a “Penny-a-week’, geokemi 
"oue Dice Y new. " Send a postcard to thé Lord May | 
Pies: trays. First offer of £75 secures. Mansion House, - UB: GA, for. A ^details: i3 
& Bnow, "Aylesbury House, Hoekley | Bed Orosa thanks ih his Journal for ihe ires gitt 
Varwiekshire. of this rea BIET 


tomon TONE 






(C ded pua pag ge 13) 
Generally the foreman 






transgressors. 

is the best person to conduct these 
interviews, referring serious delin- 
quents to higher authorities. Some 


for the nurse to see all 


lf the claim of illness is un- 


away. 
most likely person 


justified, she 1s the 
not to bé deceived. 

Some firms, where a bad habit of 
has grown up due to war |- 
conditions, have had surprisingly good . 
weeks' “punctuality 
lock the 
at three 
and 
all cards are put into a special basket 
and .clipped—this clipping acts as 4 


The timekeepers 


“In-Board” of the clocks 


| warning not to be late again that week. 


Breaking a Bad Habit 
Each week the foremen are sent 
details of all operatives who have been 
late twice or more, and the average 
of the records of their departments are 


| compared with the records of the 


factory as a. whole. 
The immediate effect of such a drive 
is interesting. For example, in one 
important shop in an engineering works 


fon urgent war production thirty per 
| cent. of the operatives were unpunctual 
Iten minutes or more, and seven per 
cent. of the whole were over half-an- 








hour late. During the punctuality 
ic ds only four per cent. of the 
peratives were even four minutes late. 


But notice should be taken not only 
of bad  time-keeping ; appreciation 
should also be given to those who have 


| struggled against great difficulties and 
| maintained a hi gh standard of “atten- 


tdance 
i emergencies call for many sacrifices ; 


and punctuality, National 
| and by no means the least are those of 
j the Mo workers who have overcome 
- discomfort and fatigue, and vet 


| e on time and put in an honest 


| day" ë work. 
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" 
To il Up The W. ar E fort 


H.M. Stationery Office aie all 
owners of typewriters to offer 
any which can be spared for 
` work of urgent National im- 
portance. Machines should be 
in good working order and not 
over 20 years old. 


The Director of Supplies (S3E), 
¥ HLM, Stationery Office, 
‘Princes Street, S.W.i. 


State name of maker, model and 
iiis you wish to aeng or loan. 
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~ Cash Registers, Coin Changers, Wage Payers, Cashiers, Calculators, Time Recorders, 
and All Business Appliances, Adding Machines and Duplicators HIRED AND REPAIRED 
SAVE TIME—HIRE AN ADDER FOR STOCKTAKI 


"NOR 










:ADDOGRAPH an : T THE 
J| The: Simplest Portabte | | E prey 
iU Machine à * nporv, 
porem T £2 2. post 
j typist's time E 
and your 
notepaper. 
Tap the lever 
and the line 
$ guide moves 




























d eu ] busy office, no 
| Delightful ! 


to use, 




















And s 


* 






Tf. 






| 8 col. to add from id. to £9,999 19s, 1144. 
9 col. to add from id. to £99,999 19s, 1144. 
| Hand and electric models with or without 
 Subtraction and wide paper carriages. 

No Modern Office can afford to be without one. 



















Acts like propeller pencil, always clean 
sharp edged. Best quality nickel plated. - 
2nd quality nickel plated, 1/5. 
Refills 1/6 per dozen. 

























HIGHEST PRICES PAID ROTARY CALCULATORS ALL MAKES 


. for all makes of er 


OFFICE MACHINERY: 
ADDERS, 
CALCULATORS, 


CASHIERS, | 


ADDRESSERS, 
DUPLICATORS, 
TYPEWRITERS, 


STEEL FURNITURE 
and SAFES. 


ELIMIMATE LOSS 

AND 
FRAUD BY USING 
À UBAPEGUARD" 

THE BEST 
CHEQUE 

PROTEOTOR 
Used by leading Banks and firms. Do you realize 
i that an altered cheque is your own liability— 

UE ; Great Bargain £10 10s, each. 


Al makes of Cheque Writers at 
half usual prices. Ask for list. 












“For all calculations. 
 Muitiplles, — divides, 
&dds and subtracts 
in 1/10th time taken 
to do so mentally. 



















Book-keepi 


ccounti uh 
Loose Leaf, Fan 





: folds, or i 
riters, with or with 
iding and Subtracting of. 
kes, at bargain ‘pric 


THE GUARAR : | 
Rapid Automatic Addition amd Subp 
Rests flat on the he For Bagi m 

CPünure 
































JC AOI: 













in Plush-linéd, 
dueoid case. 
Size. 
HETE 
88/4 ^H 
ros uim — post free, ocon 
When ordering state for what purpose req 
Also a cheaper pocket Adder for ordinary figure 
and Indian money, in ease, 30/. post f 














And let your business-getting letters look 

like personal letters with actual postage | 

stamps by using the TAPPIT stamp affixer. 

Cheaper and quicker than a post marker, all 

stamps fixed, checked and counted in one 

operation. British made and guaranteed. 
Price £6 68s. 











BI Fire-resisting and 
Vermin-proof Steet 
“Office Cupboards, 
finished art green, 
lever lock, dupli. 
cate keys. 


6 ft. high, 2 ft. 
wide, 18 in. deep, 
as illustrated, 


Other sizes in stock, 


PRICES ON 
APPLICATION, 


Essential for stor. | 
ing Books, Papers, 
Box Files, Letter 
Trays. 


Other Furniture 
equally cheap. 


UNIQUE 
Swinging & 
Detachable 

LETTER TRAY SET 

A big aid to sere 

efficiency. 

All trays Hft 
interchangeable, 
swing out of — 
way, leave desk ™ 

quite clear. 






F'scap size] AUTOMATIC SELF-S2ALInG GUM- 
1/6 {BENG PENOIL. Very useful for desk 

per tray | applies liquid gum to papers, T 

extra. f post free. Similar Article in Rubber. 
to apply moisture to siempr a 

gummed paper, envelope sealing, ete, 








1/8, post free. — 

BARGAINS in FILING CABI 

| RESERVE | : 
t YOUR LETTERE 

and Records 

from dust and 

| fire by using our 

Number of Trays per Set, Complete with post | gee ee irl 

Material of Trays, 4 Trays 3 Trays 2 Trays and iei for wall | STEEL — EASY 

Light or Dark Oak | Tus yh ema | RUNNING 

Real Mahogany PRICES ON vide peus aE | 


APPLICATION, dimensions of trays | F i L i NW & 
Steel, Fshd. Art Green | 183 X91 ax inches, | CABINETS. 


















Holborn 3793 | ~ TEMPORARY TYPISTS SENT OUT. | 
ICM | Works: Great New Ht, E-C.4. Lond n, W. 
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(27 See tte ee | Eee, 2 "> s f 








|| NEW FACTORY FOR Messrs. J. G. MATTHEWS. & SON. 


Built by John Laing & Son, Limited, on their Queensbury Estate. 
Architect: H. C. Hollis, A.R.L.B.A. 


JOHN LAING & SON, LIMITED, are developing four Factory Estates, where modern 
factories will be erected to suit tenants' requirements : 


|.—EDGWARE, at The Hyde, N.W. 9. 
2.— QUEENSBURY, adjoining Queensbury Metropolitan Station. 


3. THE HARLAND ESTATE, the new Queensbury extension of about 
8 acres, within easy reach of Canons Park and Queensbury Stations on 
the Metropolitan line. This Estate has extensive frontage to Honeypot 
Lane, an important road recently widened and reconstructed by the I 
Middlesex County Council, 


4.—ELSTREE, adjoining the Barnet By-Pass, which is probably the 
finest arterial road in England, and has great publicity value. This is an 
ideal position for manufacturers requiring large premises, and with 
housing facilities in the immediate neighbourhood. 130 acres are 
available for industrial purposes. 












Apply for particularsto any leading Factory Agent or to 
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THE GRAVITY LOFT LADDER 
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have to be 
Always in posit 
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The “Solus” Fire Fighter has heen invented to give 100% EFFICIENCY in putting out fire bombs and 100%, SAFETY for the operator. 
The pump is OPERATED BY ONE MAN, who can hang it on a ladder, easily carry it on his shoulder-or on a cycle. E 


When operator is using pump he can lie “Solus” is invaluable for all business The pump is filled with water and a small 
flat and be protected from blast and does ^ premises, Municipal Authorities, ^ motore quantity of "Solus" charging agent which 
not have to worry about any assistants buses, lorries, private cars, etc. " is obtainable from us, 

behind him who may be in danger. A ae 


H PUT OUT an INCEN- * "Solus" costs only. 4b. guineas (Hose 

incendiary bomb in less than extra) which amount ig recovered In a | 

* One filling will extinguish 2 . few days by the saving of two men’s o- 
nd refi takes one minute. * Exist- .  . wages. j ; Là creto 

p pump hose can begfitted to the * No poisonous gases generated. 










































* Write for interesting literature. 
Patent applied for. |. 
















|. THE “RAPID” 
LETTER OPENER 


With Automatic Feed. 


One Machine does the work of Two 
Continuous Form Billing in addition to regular typing 


Type E/6 Your typewriter actually does the work of two machines 
* when used with “Fanfoid” Continuous Form Adapter, 
British Made, because the many time and money-saving methods of the 
xu p ; i Continuous Form Billing Machine are added to all the 
achine certainly solves the problem of handling the advantages of regular typing. 


"ing mail quickly and efficiently. it can justify its installation eXanfold" Continuous Forms typed over our Attachment 
- within a very short time. effect savings in Billing time and costs, ranging from 179, 
i ; — ; io 78%, without affecting the operation of the typewriter 
£u 12s. Od. including Purchase Tax Limited Quantity. for regular correspondence and other purposes. 


"Fanfold' Adapter places no strain whatever upon the 
typewriter carriage; because of the very simplicity of con- 


a INTTIEIINI ATIONAL COIN struction and operation there is nothing to get out of 


UNTING MACHINE CO. LTD.) 7 
COLLEGE ROAD, : 


CHESHUNT, HERTS. 
Phone: WALTHAM CROSS 3241/2. 








NORTH CIRCULAR ROAD, LONDON, N.W.2 


Telephone : GLAdstone 5477 (4 lines) 


























million. more women are to be swept up by the net of war work! IO 


YOUR shorthand-typist may be among them. You will fmd it dificult to replace 

there is already a shortage and it n become worse. - et iness must 

. staff as you are allowed to retai Hective 
r must do more. 











on, 











Be , Better methods will help y 


ou. Labour-saving has become more vital than ever. 
; . . effort is to-day a crime. 





The dictating machine will halve the cost and labour of handling vour business co 
which includes not only letters, but memoranda, instructions, reports 

executive thinking. With the dictating machine you can save 
| secretary can do twice as much typing OT, alternatis ely, save sevi 
LE to useful work. Every minute spent in taking dictation in o 
E asted. Cut the loss! Dictate to 






















Call, write or ’phone 
to-day for “Office 
Methods and Practice" | : E | T 


(Thomas Dixon—Managing Direc tor), 














2 Telephone: HOLborn 4161 (5 Hnes) 





" Also at MANCHESTER: $ Deansgate. ‘Deansgate 3483/3. BIRMINGHAM: 321 Broad Street, Midland 2213/8, Sco 
BRISTOL: ii Clifton HiH, Clifton, Bristol 23916. LIVERPOOL: 187 The Albany, central 1243. LEEDS: 1 Albion Place 
^O TYNE: Royal Buildings, Bigg Market. Newcastle 21271. DUBLIN: Raleigh: Chambers, Lower Abbey Street. 


7 Bedford Street. Belfast 29764. 
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URNAL OF MANAGEMENT 
a AND PRODUCTION 
Incorporating “The Magazine of Commerce,” “Modern Business,” 
. .  , “System,” "Business Organization and Management." 
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Industrial Management | ETE 
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oday the need for good 
ight in Offices, Works and 
actories is "e 





| more vital 
han ever. 








THE VITAL FACTOR © 
IN OFFICE £ FACTORY 


IANNOGRAPH E 


vision FLAT-TOP SUSPENDED FILING 


E FASTEST FILING 
‘STEM IN THE WORLD 


ph" almost  annihilates the 
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annograph 

filing. Reduces the labour of storage 
= location of papers to seconds. 
uimited applications and classifications. 
raphic control, Fixed and movahle 
Fits your existing filing drawers. 


uality equipment of every kind such as 
g systems and supplies, visible record 





Folders slip out easily whether fully 
loaded or empty; no stuffing or pulling, 


tems and office furniture may be cramming or wedging; no riding up or 
pected at our showrooms throughout slipping under, out or out of sight. 
. tountry. 


PERIAL HOUSE, 15-19, KINGSWAY, LONDON, W.C.2. 


d at Birmingham, Bristol, Liverpool, Manchester, Newcastle, Glasgow (Agent), 
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FFICIENT-DURABLE- 
SPACE SAVING: 


Planned for 





stores, 


works or warehouse, 
Evertaut lend them-1 | 
seives to extension at 
any time with a mini- 
mum of trouble. 





SKELETON 
TYPE 
SHELVING 





The merits of Evertaut Steel Shelving, 
Racking and Bins are outstanding. Strength, 
rigidity. cleanliness and resistance to flame 
and water. Standardised for simplicity and 
ease of assembly. Evertaut Steel Shelving, 
Racking and Bins are the modern, efficient 
answer to industrial storage problems. if 
you are engaged on War Work your 
enquiries will have our immediate attention. 
Why not write us to-day? 


EVER TAUT 


ma L MTE 





CLOSED TYPE 
SHELVING 

WITH DIVIDERS 
AND BIN, FRONTS 





DRAWERS FOR 


STEELSHELVING "^" 
RACKING & BINS SHELVING 
E V E R T A U T LT D. ; (Proprietors: J, B. Brooks & Ca. Ltd), 


WALSALL ROAD, PERRY BARR, BIRMINGHAM, 22. 


; Longleys 
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Let us Co-operate with you 


We are specialists in the planned application of devised methods 
to the intimate detailed requirements of each department and our 
range of interests cover methods for the effective control of Pur-- 
chases, Stores, Production, Costs and Accounts ; our 
include a large range of Machine Posting E quipment, Visible Record 
Cabinets and Books, Punched Card Systems, Loose 
Continuous Stationery and Mani- 
fold Sets and forms (of all kinds), Fire Protection Files 
Our service extends over Great 
Britain through local branches. Details on application 


HE COPELAND CHATTERSON CO. LI 


EXCHANGE HOUSE . 












Leaf (in all its forms), 


and Cabinets, etc. 


You have several departments each of which have methods or systems 
which involve clerical labour and executive oversight. 

‘methods separate entities or do they constitute a co-ordinated 
produces more or less automatically all the vital 
facilities for Scientific Management Control? 
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TRAINING SCHEMES MUST BE — 
THE MAXIMUM EXTENT 


« Take in more new workers for training on the 
job in your own works. Remember that the 
Government will help you with semi-skilled men 
and women trained under official schemes.” 


(This is Point No. 2 of the Ministry of Labour's 
« 4- POINT PLAN TO INCREASE WAR 
PRODUCTION" addressed to management.) 


THE OTHER 3 POINTS IN THE PLAN ARE:— 


POINT No. 1. Skilled men are needed for the really skilled jobs. 
Be sure that each of your men is employed up to the very limit of 
his skill. Combat skilled labour shortage by breaking down pro- 
cesses wherever vou can, and Ly training up your workpeople, both 
men and women, to jobs of greater skill. 


POINT No, 3. Prepare, now, to employ more and more women. 
Look constantly to women for your new recruits ; they are excellently 
suited to many types of semi-skilled work. Hundreds of thousands 
must enter war production this year and every factory must play 
its part. | 


POINT No. 4. Efficient personnel management is essential. 
Remember that you must secure the whole-hearted co-operation of 
your workpeople. Look closely to their welfare. Many of them 
may be new to industry; be patient and help them all you can 
during the first difficult weeks. A little foresight will reduce your 
labour turnover. 


é 


ADVICE GLADLY GIVEN ON THE DEVELOPMENT 
OF A TRAINING SCHEME IN YOUR WORKS. 


If vou feel you would hke advice von the development’ of 
training in your works, remember that the Labour Supply 
Inspectors of the Ministry of Labour and National Service 
are ready and anxious to assist you. You can reach them 
through the Manager of your Local Employment Exchange. 
You can obtain full particulars of the Government Train- 
ing Schemes from the Inspectors or from the Exchange. 





REM EMBER! if you have not yet received your copy of 
“THE EMPLOYMENT OF WOMEN ... SUGGESTIONS 
TO EMPLOYERS ” instruct your secretary to write for one to-day, 
_asking for pamphlet 87/1941 to the Manager of the nearest office s 
the Ministry of Labour and National Service. 


BILISE FOH 


YED BY THE MINISTRY OF LABOUR & NATIONAL SERVICE, 



























































17 Employers Pool Experience 
ABSENTEEISM © 


Decide it is a functional disease, not a 


local symptom. 


So the Government report helps little 
—but these fundamental plans are 
getting surprising results. 


There is a vital Ministry of Labour 
ruling, given to BUSINESS for your 


benefit, in this article... 


FTER hearing much evidence. the 
Select Committee on National 
Expenditure has made the follow- 
ing recommendation to solve the 
problem in the aircraft industry : 
Sunday labour, except for main- 
tenance and repair of plant and other 
essential purposes, should be discon- 
tinued, 

There is a lot more to absenteeism 
than that. Absenteeism is a functional 
and not a local disorder, as so many 
Ministers seem to think. It must be 
treated as a fundamental evil not as 
some minor trouble that can be put 
right by the issue of a strong note 
from the works manager, of a pep talk 
by a junior director. 

For months past, I have been in 
correspondence with readers of 
BosiNEss on this problem. The 
evidence which we reprinted from a 
research by a member of the National 
Institute of Industrial Psychology 
aroused particular interest. In partic- 
ular, Mrs. Winifred Raphael made the 
point that too many workers believe 
their absences go unnoticed. 


Incompetent Management 


Largely To Blame 


But most of my correspondents were 
convinced that absenteeism was a 
dangerous symptom of incompetent 
management more often than evidence 
of slackness and apathy among. the 
workers. Having gone into the subject 
closely with seventeen concerns during 
the past month, some significant con- 
clusions have emerged. But they are 
not the conclusions of the S.C.N.E. 

The subject is so vital, the need for 
its improvement so urgent, it is a pity 
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that the Committee of National Expen- 
diture did not devote more detailed 
attention to it. However, the following 
conclusions can be read in conjunction 
with an otherwise admirable report. * 
In a well organised works, absent- 

eeism does not run much above 5% 
normally. Under war-time conditions, 
which include poor transport, absence 
from home in many cases, long hours 
and visits from relations. it is unlikely 
to run less than 7%, In the aircraft 
industry and many others it is certainly 
running anything from 10% to 20%. 
This not for one week, but for fifty 
weeks in the year. If some of the 
causes are controllable, others are not. 
But all can be modified, if not pre- 
vented. For the main causes of 
absenteeism will always boil down to 
these six: 

(a) Ill health. 

(b) Fatigue. 

(c) Visit of a husband or friend. 

(d) Big money on Sunday work. 


(e) Objection to paying income 
tax. 
(f) Lack of interest in the work. 
Extension Of Welfare Work 
Is One Solution 


Even the first of these can be dealt 
with, Witness the evidence of Mr. B. 
Foyle, a director of Boxfoldia : 

"We endeavour to combat illness 
which might account for absenteeism 
in various ways. The distribution of 
malt and oil and of prophylactic 
against colds and influenza, the 
provision of nourishing meals at low 














"Fifteenth report of the Select Committee on 
National Expenditure, H.M.&. Stationery Office, 
price 2d. 
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How many of your employees' cards will 

remain in the "Qut" board to-night ? These 

experiences of many well-known firms will 

help you to keep your absenteeism down to 
a reasonable percentage 





The Five Causes and * 
Some Tested Remedies. E 
1. ILL HEALTH. Bi, 
Distribution of malt, oil, anti-cold < 
and ‘flu prophylactics. "i 
Canteen hot meals at low’ cost. e 
Vitamins (cleaned carrots) 
cheaply. 
Inoculation service. 
2. FATIGUE. 


Comfortable transport facilities. 

Maximum 54-hour week. 

Time off for shopping. 

Part-time work for 
women 


VISIT OF HUSBAND OR 
FRIEND. 


married 
3. 


Time off for women. 


BIG MONEY ON 
SUNDAY WORK. 
Confine Sunday work to night 

shifts. 
Absentees cut out of all overtime. 
Absentees refused Sunday work. 


LACK OF INTEREST. 


Ruling forbids worker to be absent 
from any part of normal shift, 





however paid, A È 
Creation of feeling of security. E 


Complete insurance 
Allow women to sing in shops. 
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these steps." 
C With all these, Mr. Foyle reports an 
increase of absenteeism since the out- 
break of war and notably last winter, 
particularly among the women, due to 
‘illness. He says that "We are tighten- 
‘ing up and adjusting our existing 
-organisation for the provision of the. 
proper working conditions. The main- 
tenance of medical and © canteen 
ervices has done much to reduce the 
incidents of illness.” 

D problem of 







































































fatigue is an 
]t is a partic- 


i 85%: are women. 
Only a very small percentage of 
ese consistently absent themselves 
thout leave. Until .recently such 
rsistent offenders were discharged. 
ow this action is difficult under the 
w Essential Work Orders. His 
‘difficulty is with Saturdays. A number 
‘of women are apt not to return to work 
fter the lunch break. 
Total Shift Time is Basic Period 
3 Of Engagement 


“Very many employers believe that 
"under the Essential Work Orders they 
‘are unable to compel any worker to do 
a single hour's overtime. 50 much 
«confusion is arising over this matter 
‘that Business has secured a ruling 
from the Ministry of Labour and 
“National Service. That ruling 1s as 
follows : 

The period of en t of any man 
or woman on work of national import- 
ance is the total time of the shift. This 
may be paid partly at the normal hour 
rate and partly at the usual overtime 
rate, No worker is legally permitted to 
' absent himself for any part of the normal 
shift time, however paid. —— 

The penalties for a breach of these 


e. 


-regulations is first an appearance 
before. the local National Service 


ofcer and for any repetition of the 
offence, an appearance at a Court of 
Summary Jurisdiction, where a fine of 
up to £100 or imprisonment up to three 
months may be imposed. 

"Phe Ministry is so concerned over 
"this particular feature of absenteeism 
that it is already seeking further 
drastic powers. 


'omen Workers Should Be Given 
en "fTime Of 


/On the other hand, both the day and 
ight shifts of this concern are of 
welve hours with one and a half hour 
meal breaks, This is a drastic alter- 
native of working three shifts. 

To mitigate these long hours, women, 
specially the married women, are 








lowed to go early once or twice a 
‘for the purpose of shopping. H 
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Most 7 
agreed that the Minister of 
Production’s decision to work a seven- 
day week was one mistake and the 
decision to work a 60/70 hour week 
another. 

It would be interesting to see what 


output was achieved by this concern, 


when its working hours were reduced 
to a 56, hour week. | 
There is unanimity as to the 
necessity for letting women workers 
have a few days off, especially when 
husbands or boy friends are home on 
leave. At Boxfoldia the work is so 
organised that they can allow a woman 
to be absent for a period up to a week 
without undue dislocation. Incidentally, 
this same method of organisation uses 
a certain number of part-time workers. 
They find that under war conditions 
women members of the staff who 
marry will carry on their work if they 
are permitted to put in a reduced 
number of hours. In two departments 
in the office, for instance, married 
women are allowed to attend all day 
on Monday and Friday and half a day 
on Tuesday, Wednesday and Thursday. 


Give Night Shift Sunday Daytime 
Work 


These breaks are annoying and 
certainly can affect output seriously at 
times; but they are a feature of war- 
time conditions and the management 
must adapt themselves to meet such 
breaks in individual’s work. 


| i 
WHY NOT CHANGE 
SHOPPING HOURS? 


RRANGE the opening 

'€* hours of shops to suit the 

convenience of those assisting 
the Country by service in 


industry. One cannot imagine 
the entertainment industry 
ignoring the public, and 


cinemas and theatres opening 
between 9 a.m, and 6 p.m. and 


remaining closed in the 
evenings ! 

Under  to-day's exceptional 
circumstances it should be 


possible for the Government to 
arrange for the opening of 
shops during week-ends (with 
corresponding closing days 
during the normal working 
week) or at least during the 
summer to insist upon opening 
from, say, mid-day to 9 p.m. 
In this way the need for time 
off to shop—with consequent 
dislocation of  production— 
would not arise. | 
Suggestion by a Midland Managing 
, Director. ` | | 









on Saturday morning, and 3 hours 







































ére are three: 








NVI PESTS ULE . eC 
excellent solutions: one concern con- - 


fines Sunday work at double pay to the | 
night shift. The men on this shift, - 
therefore, work five nights a week of 
10: hours each and seven hours on 
Sunday. The day staff work 105 hours 


from Monday to Friday and 44 hours 


7 
“ 





evertime in the afternoon. 

This scheme secures two desirable 
results. It gives the men on night 
work a compensation for the discom- 
fort and fatigue involved to their 
wives as well as to themselves. | It 


avoids the temptation of absenteeism 


because only by remaining on the night 

shift can men secure their double pay. 

on Sunday. |.  . 

One Firm Stops Absentees’ 
Overtime Work 


A second concern has found an even ` 
more complete solution. (Curiously 
enough in the aircraft field). 

An agreement has been reached with 

the Shop Stewards, by which any worker 

guilty of persistent and  inexcusable 
absenteeism will be compelled to work 
his or her 47-hour week in normal 
working hours and be deprived of any 
form of overtime payments, Failure to 
work a full week under these conditions 
will involve a report to the Ministry of 

Supply tribunal — yo s 

Out of five hundred odd men in the 
fitting shop, only eight or nine, 1.6 to 
1.8 per cent, are guilty of persistent 





absenteeism. They are definitely of. 
the "old sweat" type—wanting the 


maximum cash return for the minimum 
ot energy output. 

Proof that Sunday labour and rates 
are largely responsible for absenteeism, 
the staff supervisor says, 1s to be 


. found in the records of the night shift. 


These men are paid only rate and a 
fifth, but do not work on Sundays at 
all. They present no absenteeism 
problem at all. | PPM 
Mr. Leslie G. Jeffries (a works 
accountant) gives us the third solution. 
Iu the concern with which he is 
associated it has now been laid down as 
a ruling that employees absenting 
themselves during the normal working 
week will be refused Sunday work. 


‘Workers’ Apathy Is Largely Fault- i 


Of Management 


Jt is true that in many industries, a 


Most far-reaching of all causes of 
One works 
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agement to the workers and the work. 
It is true that women are naturally 
less interested in money than men. 


Few of them have homes to keep. 


However, women feel long hours more 
than men since so many of them have 
housework to do in addition to their 
job at the factory. Further, the 
woman evacuee presents a special 
problem in apathy. 


Work in Provinces Bores London 
r Evacuees 

Says one manager of absenteeism : 

Naturally enough we find this worse 
with our women workers who are 
evacuees from London. ` These are 
among the quickest to learn, the 
cleverest and altogether the brightest 
girls we have ever had in the factory. 
They must have been among the cream 
of the workers of their London firm. 
But I fancy they find steady work in a 
provincial town monotonous and a day 
off gives spice to life. 

What is the remedy for this apathy? 

The most important is the creation 
of the feeling among the workers that 
while they work reasonably well they 
have a safe job here. The creation of 
this feeling of confidence is of course 
largely up to the foreman. And it 
takes time. 

A second is our contributary endow- 
ment scheme under which a woman can 
leave the business at 45 with a payment 
from the scheme depending on her 
years of service and her contributions. 
The firm pays the whole premium 
during the worker's illness, a service 
which is very much appreciated. 

Two other small factors help. We 
always allow the girls to sing in the 
shops. Some directors are against this 
but I have never found it do anything 
but good. 

Artificial Production Stimulants 
Provoke Workers 

Finally we were extremely fortunate 
in being compelled to build our canteen 
about five minutes’ walk from the 
works owing to pressure of our space. 
This has made it more popular, giving 
everybody the feeling they are right 
away from the works during lunch 
time. This makes the lunch hour a 
real break. Better still, everybody gets 
a breath of fresh air and exercise in 
walking to and fro. 

Incidentally, you will find no “work- 
chasers” in our factory nor any of the 
American devices for stimulating out- 
put by showing a chart or barometer of 
the day’s work. My experience is that 
these artificial stimulants work for a 
short time, but are apt to create a much 
longer cynical reaction. 

Finally, of course, we try to keep our 
relations with the workers as human as 
possible. My experience has put me 
against ostentatious welfare schemes. 
I know women workers very much 
appreciate the services of a trained 
nurse given quietly and without fuss. 
Otherwise, the less we interfere in the 
private lives of our workers in this 


- country, the better. 
Meu 
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lete apathy of this -< 
sort is due to the attitude of the man- 


The Faets 


About The 


New Export Policy 


HE logic of events has compelled 

the Government once again to 

modify their export policy. The 
first war months were a period of 
uncertainty without adequate advice 
from the Board of Trade or any other 
Department. This ended in the early 
spring of 1940 when the Export Groups 
were given a vigorous send-off. 

The third phase was that of con- 
traction in the spring of 1941. During 
that period the tests of whether exports 
should be incurred included not simply 
the earning of exchange, the essential 
or non-essential rating of the goods, 
but the value of the exported product 
in relation to the raw material used to 
make it, as well as the scarcity of the 
raw materials involved. 

Three new factors now affect the 
situation, One is the actual operation of 
the Lend, Lease Act, releasing us from 
the necessity of earning dollars at 
almost any cost. The second is the 
increased scarcity of raw materials, due 
partly to a much larger output of war 
goods. The third is the necessity for 
hoarding shipping 'space to carry these 
goods. 


Canada Should Be Our Most 


Important Market 


The present situation is, therefore, 
definitely adverse to export. In North 
America, Canada is the most urgent 
market since in that country we have 
no Lend, Lease Act. We must export 
what we can to Canada to pay for our 
enormous imports of munitions, planes, 
food. 

In South America, only Argentine 
and Uruguay are at present long on 
sterling. Every other South American 
state is short. 

The whole of the Dominions and 
Colonies except Canada and Hong 
Kong being tied to sterling, our 
exchange resources are not benefitted 
by their buying from us; on the con- 
trary their credit balances are thereby 
lowered. If they must buy, it is better, 
however, that they buy from us than 
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the U.S., which would mean a loss of 
dollars to the Dominion concerned. 

Finally, the total amount of shipping 
space available has fallen slightly, 
while the amount of raw materials 
employed for making war goods has 
enormously increased and is still 
increasing, 

In these circumstances the Board of 
Trade could hardly be expected to 
encourage exports to any country other 
than Canada, the United States, Argen- 
tine, Uruguay, Portugal, Turkey and 
Egypt, and a few minor markets. The 
position of firms who have specially 


manufactured goods in support of 
Export Group drives, who have 
appointed new representatives, who 


have specially advertised in overseas 
markets is extremely hard. 


Every World Market Must Be 


Kept Alive 


There are, however, certain points to 
watch. At any moment, almost any of 
the Latin-American states may 
suddenly become long on sterling. For 
instance, we have only to buy a big 
supply of copper from Peru, of coffee 
from Colombia, of oil from Venezuela, 
to make these countries into favourable 
markets. This may be small comfort 
for the exporter who has been caught 
out by the present change of policy, 
but is gives at least a ray of hope. 

At the moment, business men must 
impress on the Board of Trade the 
need for keeping a trickle of trade going 
to every foreign market we still possess. 
We must not let any country forget 
that there is an England. After the 


war we shall need orders urgently from 
foreign. ` 
markets. How can we hope to get our . 
share unless we keep the names of 


every one of our former 


our mantfacturers before the foreign 
consumer. 

It is for every Export Group to face 
up to this unhappy situation and to 


do what it can to preserve the god: A 
will of its makers abroad through its | 
CC. 


own efforts. I 
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CTORY expansion in non-indus- 
trial areas often produces a demand 
for labour which it is impossible to 

satisfy. This is especially the case 


= where the normal peace-time activities 


of a district had already absorbed 
almost the whole of the available 
number of workers. 

One of this company's factories is 
located on the fringe of London in an 
area which is mainly non-industrial 
and is composed almost wholly of 
“dormitory” suburbs. In peace-time, 
work is normally found for several 
thousands of men and women— 


. ; practically all that the area can provide. 


Problems of this kind are not, of 
course, cured by any one panacea, but 
one simple line of approach has con- 


tributed in no small measure, and it 


would probably help others to know 
about it. 


Popularity of Scheme Proved by 
Long Waiting List 


We have introduced a system of 
training and employing women on a 
part-time basis. In the few months this 
system has been in operation the 
question of labour shortage has not 
arisen. In fact, we have to-day a 
waiting list of several hundreds of 
women who are willing to work for us 
in their spare time, 

[t is common to hear women 
expressing a desire to “do something" 
to help the war effort and bemoaning 
the apparent lack of need for such 
untrained services as they can render. 
‘Many of their imaginations do not go 
beyond nursing and canteens as “war 
work” meriting spare time services. 

In discussion with the — local 
organisers of the W.V.S. we found they 
had great difficulty in satisfying all 


requests to be put to useful part-time 


> work, especially as there was a con- 
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are a Success 


Shortage of labour is resulting in production delays. 

This important Company discovered one solution to 

the problem among the middle-aged women who are 

anxious. to help the war effort but are unable to devote 
their whole time to it. 


By N. V. KIPPING, 


Works Manager, Standard 


entirely voluntary basis. There are 
many households in which domestic 
circumstances prevent the housewife 
from working normal factory hours. 
Such women, often with only the 
husband’s Army separation allowance 
on which to live, want to find part- 
time work that is both practicable and 
patriotic as well as an income-maker. 
Others do a few half-days’ domestic 
work, but need further sources of 
income, 


Workers Select Their Own Shifts 


We felt that these women would 
provide a large reserve of potential 
workers who could be added to our 
labour forces as needed, provided means 
could be found to adapt hours and con- 
ditions of work to their domestic cir- 
cumstances, After careful thought we 
worked out a plan, which has proved 
so successful in operation that of all 
the women employed under it only 3 
per cent. have dropped out. 

The hours of work under this plan 
were ; 


Mornings: 8 a.m, to 12.30 p.m. Monday 
to Saturday inclusive. 
Total number of hours 
worked per week—27. 

Afternoons: 12.30 p.m. to 5.30 p.m. Mon- 


day to Friday inclusive. 
Total number of hours 
worked per week—25. 

Applicants permanently ,join either 
the morning or afternoon shift, at their 
choice. There is no change about 
between the shifts. This half-day 
manning removes the necessity for a 
luncheon interval, although, of course, 
the workers are permitted to use the 
works canteen aíter or before starting 
their shift, as the case may be. 
Employees are rated on an hourly 
basis and the rates are the same as for 
full-time workers. Piece-work and pro- 
ficiency bonuses apply in the same way 
as for full-time operators. 

Owing to the unusual nature of the 
plan, we felt it wise to introduce this 
experiment in a branch factory where 
some 250 girls were already employed 
on full-time work, rather than in a part 
of the main factory where failure 
might have a wide-sweeping effect. In 
addition, this branch factory was in 
the heart of a “dormitory” area and 


^ 


Telephones & Cables Ltd. 


there was thus the element of an 
experiment of taking the job to the 
district containing the labour supply, 
bow than bringing the labour to the 
job. 


Co-operation of Full-time Workers 
Helped to Bring Success 


Careful explanations were given to 
the whole-time girls in seeking their 
co-operation to help the part-timers to 
feel at home, and also in getting them 
to introduce their friends and relatives 
who might wish to apply. The full-time 
girls displaced by the part-timers were 
all, of course, needed for expanded pro- 
duction at the main factory when they 
had cor.pleted the training of the first 
batches of part-timers. 

With no more publicity than the 
announcement to the full-time girls and 
the discussion with the local organisers 
of the W.V.S., the response to this 
scheme has been excellent and the rate 
of absorption has been approximately 


40 per week. 

Most helpful co-operation was 
received from the manager of the 
Labour Exchange concerned, who 


arranged to send a representative to the 
factory on a specified day each week 
to complete the insurance and other 
formalities, so avoiding wastage of 
time in queueing at the Exchange. 


Middle-aged Women Prove To Be 


Eager Learners 


The types of women to whom this 
work has appealed cover a very wide 
range. Many had not sought employ- 
ment during the last ten years or so. 
Some had never done factory work of 
any type before, but a fair number 
have been found with experience; in 
some cases old employees of the 
company, who had left to get married, 
have returned. As I have previously 
stated, only three per cent. have 
dropped out, so it will be seen that the 
number of misfits has been very low 
indeed. A few of those who have first 
come into the factory under this part- 
time scheme have found the work so 
attractive that they have applied to be 
employed full-time. | 

(please turn to page 16) 
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O get quick, effective action seems 
to grow more difficult every day 


in many rapidly growing war 
concerns. Growth means the spreading 
of authority, some improvisation, 
inexperienced men in key positions. 
Follows delay, indecision, inertia. 

One fruitful source of trouble is the 
committee, be it executive, technical 
or departmental. Quite indispensable, 
the committee itself can yet be the 
biggest brake on action in the whole 
business. 

Three chief danger-spots can be use- 
fully watched. First comes the agenda. 
The agenda of the average committee 1s 
hopelessly overloaded. Try cutting the 
agenda down from ten items to three. 
Insist that these three be fully discussed 
and decisions arrived at. Let the next 
agenda carry out those other subjects, 
and so on. Many items reaching the 
agenda can be.settled by two men with- 
out any committee ruling. Very few 
committees can usefully work or more 
than three subjects in an hour. And 
business committees should never last 
more than an hour. 

Next is the long-winded talker. He 
is the chairman’s problem. The com- 
mittee chairman who hasn't acquired 
a technique for closing him down by 
drumming on the desk, the interrupting 
question, hustle and quick change of 
subject isn't the man for the job. 


THIS COMMITTEE INCLUDES 
A "CHASER" 


HE most serious trouble remains. 

The failure to get prompt action on 
decisions taken, New war-time methods 
are working wonders here. 

One of these demands two new 
departures. A senior executive (mof a 
member of the committee), attends 
purely as a "chaser". His work is to 
see that the work (say in the case of a 
modification in design of a part), is 
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carried 'out immediately by everybody 
involved. In some cases the notes oí 
the meeting on which this executive 
works are made by a typist not 
associated with the work of any 
member of the committee. 

Another remedy is the addition of a 
time schedule for the complete 
execution of every stage of the work 
caused by each decision of the Com- 
mittee. Any failure to meet such times 
must be reported to the Chairman 
immediately the danger of delay is 
clear. On receipt of such a Delay 
Report, the Chairman must make a 
special effort personally to secure 
action. 

* 


INSTRUCTIONS OUT EARLY 
—OVERTIME WILL FALL 


AID an experienced production 
executive, to the editor the other 
day : "My personal view is that a great 
deal of staff overtime is caused simply 
by the failure of senior executives to 
give full and detailed instructions in the 
early morning to their juniors and 
foremen as to the work to be done 
during the day. By delaying to issue 
instructions, executives cause endless 
loss of time in waiting instructions 
during the forenoon, with consequent 
overtime in the evening. 

"Competent foremen and charge 
hands naturally resent this. They know 
very well that, with prompt and 
accurate instructions, there is ample 
time during the normal working hours 
to get the day's work done, save in 
very exceptional circumstances." 


WHAT HOURS SHOULD THE 
STAFF WORK? 


ANY managements are concerned 
over the hours the staff are 
working in these days. With the works 
on nine- and ten-hour shifts, many 
staffs are putting in an equal amount 
of overtime. 
Is this necessary? Should the extra 
hours be paid for specially? 
Obviously there can be no general 
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in War-time <... 


rulings on these questions. “Addition of 
a new department, change in a model, 
opening of a new factory, all these 
may involve the staff in endless øver- 
time. Whether this work should be paid 
for depends on the salaries of the men 
involved and a number of other con- 
siderations. 

The interesting question is whether 
under normal war-time conditions of 
work, over-time should be necessary for 
the staff. The general answer is that 
if over-time is continually necessary, 
then the concern is understaffed. The 
remedy is not constant overtime and 
fogged executives but—more staff. 

If overtime is not continually 
necessary, then it should be dis- 


couraged. No useful purpose is served 3 


by bringing staff hours into line with 

works hours. Incidentally an unneces- 

sary expense is involved. For recurrent 
overtime must eventually be paid for. 

& l 

PREPARING FOR A BLITZED 

OFFICE 


REALISING the immense loss of 

time which would result and the 
impossibility of contacting every 
employee if their building was struck 
by a bomb and the whole area put out 
of bound by the police, fire and A.R.P. 
officials, a leading publishing company 
has issued detailed written instructions 
as to the routine to be adopted if the 
eventuality arises, 

Every employee is instructed to 
proceed as quickly as possible to 
another building about a mile away and 
to assemble outside. Executives have 
been issued with passes to this building, 
If this alternative meeting place has 
also been “blitzed,” a further rendez- 
vous in a large open square with 
several entrances is listed. 

2 
KEEPING TRACK OF 
UNFILLED ORDERS 
WHOLESALER selling a wide 


variety of small items purchased 
from a number of different sources was 


experiencing the inevitable war-time 
difficulty in filing orders promptly 
because one or two items would so 


often be out of stock. As a means of 
keeping a record of individual items 
ordered but not filled, he made up a 
peg board, numbered to correspond 
with each number in the stock bins. 
When an order comes in for an item 
which is not in stock, a ticket is placed 
on the board showing both the stock 
number and the order number and 
quantity. A glance at the board is 
enough to show instantly just what 
quantities of which items are needed 
to complete all the orders on hand at 
any given time, It enables the whole- 
saler to decide when rush delivery must 
be asked for and to determine when 
the order can be filled and dispatched. 
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This Invoicing 


Ld 

OR some time past, the manage- 

ment had considered the installation 

of a “punch-card” system, with a 
view to replacing the existing system of 
mechanised accounting, which had 
previously been confined to the 
invoicing and‘ sales ledger work, 

The system we installed has now 
been in operation on the invoicing, sales 
ledger and sales statistical work for 
ten months, and it has proved so suc- 
cessful that we have just extended it 
to cover the corresponding work for 
one of our associated companies. 

The installation in use comprises 
tabulator, sorter, combined reproducer 
and summary card punch, and hand 
punches and verifiers. For use in the 
invoicing work, we have set up a file 
of name and address cards, containing 
a set, or sets, of cards for each of our 
customers, and a file of invoicing cards. 
The latter file contains sets or cards for 
all usually ordered multiples of every 
commodity and such cards are already 
extended at the various discount rates, 
and are also punched with the amount 
oi purchase tax assessable on the par- 
ticular quantity involved. 


Customer Numbering System Is 


Basis Of Sales Analysis 


Every order received goes first to 
the sales department which has a com- 
prehensive index of all customers. Each 
customer has been allotted a serial 
number of five figures, the first two of 
which represent the county, while the 
remaining three designate the town and 
the customer's individual number in 
that town. The importance of this 
numbering for area sales analysis will 
be readily apparent. An idea of the 
magnitude of this index may be 
gathered from the fact that, when 
recently adapting the system to our 
associated company, the work involved 
the punching of well over 120,000 


cards. 


Pre-Punched Cards Speed 


Calculation of Price 


From the sales index a clerk enters 
the customer number, discount rate, 
commission code etc., and whether a 
six-month purchase tax certificate is 
held, the order then being passed to the 
accounts department who type the 
necessary particulars on a dispatch 
instruction form which is then sent to 
the depot which is to execute the par- 
ticular order. 

On the return of the dispatch 
instruction (now a dispatch advice) to 
the accounts department, a "terms" 
card is punched, containing the infor- 
mation previously entered on the order 
by the sales clerk. 

The dispatch adviee and the "terms" 
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Automatically | 
Gives Us Detailed Sales Analysis 


Daily check on Stock, Sales, Discounts, Commission, 
Credits and Purchase Tax is possible with this 
comprehensive, error-proof method 


By 


D. W. PRATT, A.C.A., 


Chief Accountant, International Chemical Co. Ltd. 





card then pass to a junior who, working 
from the customer number shown on 
the advice, pulls the appropriate name 
and address cards from the file 
previously mentioned, All these cards 
and the dispatch advice then pass to 
the invoicing file which, as previously 
mentioned, contains pre-punched cards 
for all usually ordered multiples of 
every commodity. 


Purchase Tax Figures Are Easily 
Extracted 


At a fixed time each day all the cards 
are passed through the reproducer 
which punches the customer number, 
dispatch advice number and commission 
code from the “terms” card into the 
following detail cards until it reaches 
the first name and address card of the 
next batch. 

Reference to the invoice illustrated 
will show that individual items do not 
disclose the amount of purchase tax 
included, although the rate of tax is 
clearly shown. The tabulator, however, 
in addition to totalling the invoice, is 
also accumulating in a separate counter 
the total of the purchase tax and, at 
the end of the invoice, the total 
excluding tax, the amount of the tax 
and the total including tax are printed 
in turn, At the same time a summary 


card for ledger posting is auto- 
matically punched containing these 
three figures, in addition to the 


customer number and commission code. 


Discovery Of An Error Would Be 


Automatic 


The invoices are then checked with 
the dispatch advice for quantity and 
description only, there being no call 
to check the extensions which must be 


An error in the extensions 
would only be possible if the operator 
had pulled cards at the wrong discount 


correct. 


rate and the tabulator gives us a 
complete check on this by controlling 
on discount rate and therefore throwing 
up any difference between the rate 
shown on the “terms” card and that 
punched on the invoicing cards, 

Credit notes are prepared in exactly 
the same way as invoices but it is 
interesting to note that, in dealing with 
packing cases, the card which is used 
to invoice a case in the first place is 
also used to credit it on its return. 

At the end of each week, all the 
cards used for invoicing during that 
week are passed through the sorter 
which sorts them under products and 
packs and under each heading sorts the 
cards into numerical order of dispatch 
advice number, this operation taking 
place at the amazing speed of 24,000 
cards per hour. 

A tabulation then provides the sales 
report which shows the quantity and 
value for each pack and the value for 
each product, together with the grand 
total and the total purchase tax 
charged. 


There Can Be No Query About 
Depot Stocks 


Immediately after completion of the 
sales report, the same cards are passed 
through the tabulator a second time 
but, on this occasion, the machine is 
set to list the individual cards for 
quantity and dispatch advice number. 
If, therefore, any difficulty is exper- 
ienced in agreeing the physical stock 
at any depot with the head office stock 
records, these lists are sent to the 

(please turn to page 14) 












s n the war the progress 
A department of a well known 
engineering firm consisted of four 
people inside the factory to chase from 
the goods inwards to stores, stores to 
shops, and eventually to finished stores. 
Another employee acted as liason 
officer between sales and finished stores, 
and this progress staff had opportunity 
in their spare time to chase supplies 
from outside suppliers. : 

As war-time conditions started to 
brake production the progress superin- 
tendant decided that another employee 
should be added to the progress staff. 
to be engaged solely for the purpose 
of telephoning suppliers. 

For a time this alteration appeared 
to work smoothly, but it was not long 
before the old troubles of delay 
— fe-o€curred, until finally one day the 

factory actually stopped because a 
| gross of certain high tensile steel bolts 

did not arrive. Something had to be 
done. A. works management council 
^was immediately called and was in 

session until well into the night. 
"One-Man Chasing Proves Difficult 

and Unsatisfactory | 

"Various ways and means were 
discussed without very much progress 
. being made until the works manager, 

in exasperation, remarked that he 

supposed he would have to go out and 

get supplies himself if they were 

wanted urgently. This chance remark 

gave the progress superintendent an 
idea. Why not have an outside chaser 
in close touch with the factory, going 
from supplier to supplier for the urgent 
goods, and personally seeing that they 
were put on passenger train? 

The senior member of the progress 
|. staff was given, next morning, a list of 
"firms and details of the orders that 
were most pressing. Off he went by 
train with an instruction that he was 
to send in a daily,report of how he 
got on. 
extremely disheartening. Some days 

it was as much as he could do to fit in 
- two calls owing to the distance between 
suppliers and the difficulty of getting 

train connections. 

The Country Must Be Divided 

Into Supply Areas 

A further works management com- 

mittee was called to review the 

situation and certain members who had 
opposed the idea when it was first 


launched appeared to have some 
grounds for their opposition. The 


works manager pointed out that one 
man was not physically capable of 
covering the whole of England by 
train, He submitted the idea that it 
would be advisable to provide a car. 
This proposition would have been 
adopted but for a chance remark by 
~ the works accountant to the effect that, 
-if they first found out the principal 












delays in production. 


The first week's results were 


districts where their main suppliers 
i located, it might help in making 





A New Plan That Really Works | 
By ERIC MARCUS, Business Consultant | 


As a business consultant, Mr. Marcus has achieved notable successes for Br 
a wide variety of industries, and by special arrangement, BUSINESS, is now 
to offer readers Mr. Marcus's advice on organisational problems, free of cc 

Present conditions have brought their peculiar difficulties, but whatever yor 
organisational problem, set it down, with all the details you can, and post 
Mr. Marcus, c/o the Editor, at the address of this publication. 
a final decision. This was agreed by the factory regarding impending « 
the meeting and the office manager and shortages. 
was requested to supply all the names The progress superintendent 
and addresses of suppliers with whom up the position and the advanta 
business had been done within the last the new system in the follow 






























































two years. From this information, a comment: “We know we have £ 
map of England was | flagged with have an intelligent type of individ 


to do this outside chasing work f 


suppliers by locality, and it was found 
pay him well : 


that 95 per cent. of the suppliers were 
in six distinct areas. 


| I had a case the 
day where one supplier was — 
The area production chased has 
tacted another firm who could do 
job before we knew the first suf 
had been bombed." E 

The tremendous effort that must 
made these days to obtain vital supr 
varies with different industry, E 
simple, if at first somewhat 
system has proved so successit 
operation that it might be adopted 
almost any manufacturer. 


Personal Contact With Suppliers 
— Helps Speedy Delivery 
It was a, bold decision to appoint 
six production chasers, one for each 
district, with cars. But it has been 
found over many months that it was 
a sound policy. The area production 
chasers soon became known personally 
to the suppliers, and, being constantly 
on the spot, were in a position to advise 


Keeping Systems can elp Y 


not permit promises of d elivery gn 
in good faith to be kept. 
The problem of how to get suf 
so that production is not held uf 
far deeper than appears on the sur 
and the factors which govern it 
similar in most businesses, The 
of good progressing is stock cg 
and a set minimum on a stock co 
card greatly simplifies the. prob 
The stock control section sho 
therefore, be considered to be t 
(please turn to page 14) T 








W HE firm that worries whether it is 
getting its vital supplies in war 
time usually ends up with the least 





It may appear strange to many 
readers that there are still firms who 
think by merely placing an official 
order, that there is some sort of 
guarantee that the date of delivery 
requested on the order will be effected. 
I have found suppliers are just as keen 
to render the good service of pre-war 
days, but changed circumstances will 
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MONTHLY WITHORAWALS 
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oncerned to facilitate recon- 
»f the issues from stock during 












At the end of the month, the 
roicing cards used during the month 
* sorted on the first two figures of 
stomer number and are then tabulated 
give a county analysis of sales, 
ich is in a form similar to the weekly 
s report. Further analyses (a) by 
yresentative’s area, segregating per- 
nal business, orders received direct 
om the territory, and orders from 
e wholesalers, etc., on whom the 
presentative does not call, and (b) 
ass of business, for example, retail, 
esale, multiple stores, etc. are 
ned. 

vill therefore be seen that the 
iical cards which are used for 
oicing the order in the first place 
ovide us with all our subsequent 
les statistics. 

During the month, the ledger posting 
ds, which were automatically sum- 
ary punched during the preparation of 
ie invoices and credit notes, together 
ith any cards punched for journal 
ries etc, are sorted every two Or 
ee days to customer number, thus 
bling a statement of the position of 
ny account to be extracted at any time. 
A similar procedure is followed with 
cash cards, which are hand punched 
m the cash book. At the end of the 
mth, the cash cards, invoice cards 
redit note cards, etc, are 
chanically into the ledger file, which 
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carefully segregating the n 
important point when reck 





from 


sorted. 





e pan cnt ama ye n dll dll nid di m ee RO n 


comprehensive form. It embraces 









and any balances brought 
the preceding month. Th 
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tant file is then passed through the. 


tabulator to provide the statements 
printed in duplicate, the copies being 
filed and forming the actual ledgers. 

After the completion of the statement 
work, the cards from the current 
month's transactions, excluding cash, 
are sorted out of the ledger file and, 
after sorting on commission code, are 
listed to provide a statement of the 
total business done by each traveller at 
each commission rate. 


Purchase Tax Figures Are 
Separately Assessed 


After the preparation of the com- 


mission accounts, the same cards are 
again listed, but this time the machine 
is picking up its information from the 
section. which was summary-punched 
with the purchase tax. This list. is 
agreed with the totals credited and 
debited to purchase tax account during 
the month and is available for pro- 
duction to the Customs and Excise 
Authorities in support of these figures. 

I do not pretend that this system of 
invoicing and accountancy would be so 
successful in every case. Where, how- 
ever, the prices, discounts and com- 
missions are standardised, it can be 
used to lift much of the heavy routine 
and strain from the accounts depart- 
ment. It has also proved very success- 
ful in handling “peak loads” and, in 
addition, the advantage of having the 
extensions already punched on the 
cards, with no risk of error, is readily 
apparent. 
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INVENCE No. O 
INVOICE i l 
| 12665 
INTERNATIONAL CHEMICAL COMPANY LIMITED o 
(0 TELKEPMÓNE. 2 MANUFACTURING CHEMISTS TEÉLEOMAMS- 
PEAMFORD PLL B677 te tiit BO A OKKMIC. TINSEARK CONDE 
BRAYDON ROAD. LONDON N 16 O 
MR JONN JONES NPB | (27:55 oe 
999 HIGH BTREET ES nd Ol 
MTITHBTOYN 
"E88£E£X FOR CONDITIONS OF SALE, SEE REVERSE 
AB topma we Je te nado S Pep Cice of foa Gommeny, Laden. mi O 
s cuim fe Beentinge wA he. mhartoinet orian n. 
eR MEL a Rm 
MEE AERA po mau ee a ET O 
I ix | OF 
| ITEMS MARKED § HAVE i 
AZ 54521 | ALREADY BEEN | 2s| un | SP arren | nj, 
DELIVERED EX | 1 i DEQUCTION | o 
REPRESENTATIVES STOCK | | i | oF i Cy 
t i a, * 
di ak uU uM "o i ATE EN H EN ICONES Taranga rere. gene LI e*gese 0s 
MÀ KG Mp CAPRA WEE TNT a PEE BAR TERTE, 075 07. a y 
E " t H j " 
CANNE FRENCH CLN85 BLE i t358 ! | 5112.5 PE 4&8 E 
'8* 8URATED. MAGNEBIA POR | 5 | i oazo r ht O 
StBURATED HAGNEGIA 188 MM | 21 € | an i rh? 
BIBSURATEO MAGNEBTA 188 | 2.10 | 6 1240 E RM 
FREEZONE CORN REWOVER 4 H5 rootlrns | 10. $ Oo 
PIUINEATE COUGM. BY RUP j i 1. 9 2i liso i - $.5 
REUDEL BATH Batts | " 1. 10% | &1t:1*6 | 6. $ 
| BI BURATEDO MAGNÉBIA POR | sows ) Ls | | 2 E- Q 
8IBURATEO MAGNESIA TBE | aows | ar | EM Lx 
BISURATEOU MAGNESBIA TBS | sows | 2 | ba E 
RETNBLE CASE gi2t WET | | | por r2 08 | 12.0 oO 
.RETNBLE CASE A149 NET | i i Por 142. Of | (2.0 
ZRETNBLE CABE 6 63 NET | | : | |r| ren | 7. 6 
| | ae lw. £4 9 
| | eG 
: | | | | 6 998 © 
| | | || ) 
| | | | | | Oo 
! | | F os | 
| i| 4 | 
PoP EE d j 


The standard invoice of International Chemical Co. Ltd. is a clear but 
s all the material figures of the order, 
cost of the goods from the 3 

g discounts and representatives’ commission, 





department must be designed with care, 
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primary department in the chain, and, 
in consequence, the records of this 


and when once put into operation, 
always kept up to date, otherwise the 
records will be useless, The internal 
working of this section should be made 
as simple as possible so that replace- 
ment of staff in the cases of illness, 
etc, is a simple matter. | 

Our simple stock control card, adapt- 
able with slight alteration to the 
requirements of most businesses, is 
shown at the foot of page 13. The 
interesting features of this card are the 
tabulated withdrawals from stock 
month by month, giving a record of 
twenty-four months and the maximum 
and minimum figures. 


Tags and Visible Index Cards” 
Show Position At a Glance 


These latter figures are fixed by the 
production engineer. It is thus the 
duty of the stock control section to 
notify the production engineer 
immediately the: minimum stock is 
reached, so that the matter can be 
given immediate consideration and a 
decision made whether or not the 





‘article should be ordered. Upon 
receipt of this information the: 
production engineer decides — the 


quantity for the buyer to order, and 
further indicates to the stock contrel 
section any alteration to the maximum 
and minimum figures. 

Instead of stock control cards there 
are, of course, other methods which 
have been tried with success and, while 
these suit some businesses, they do not 
suit all. For instance, one large firm 
uses a serially numbered tag which is 
tied on to the article when it is 
received in the stores, and the follow- 
ing information written on the tag : 

Part number. i 

Description of goods. . . 

Number and date of goods inward note. 

Name of supplier. "hi 

The tag is removed when the article 
leaves the stores and is sent to the 
buying department, and if the article 
was received within the last six months, 
it is automatically re-ordered. 

Another system that has been tried 
with general success is the visible card 
index system which, by means of 
coloured signals at a glance the position 
is known. Undoubtedly if the business 
is large enough, a system of punch. 
card accountancy could be installed 
with profit. 'The basis of this system 
is a single card per unit. It is very 
similar to the tag system with the - 
exception that the cards can be sorted 
into any desired order, and, finally, a 
printed list can be obtained again in 
any order that is required. | 

The obvious advantages of this 
system are that it is not necessary to 
have stock control ledgers, as the cards 
themselves form this record. The cards. 
can be used over and over again- 
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Business 


VENTS move fast these days. 
Since I last wrote, clothing has 
been rationed, Lord Beaverbrook 

has taken over control of priorities, 
concentration of industry has com- 
pleted its voluntary stage and export 
policy has been drastically revised (see 
page 9). 

All these are official moves. Un- 
officially something equally startling 
has happened. The dissatisfaction of 
expert industrialists with the Govern- 
ment's failure to get any sort of con- 
trol or co-ordination into War Pro- 
duction has at last been ventilated. The 
Times, the Observer and the Economist 
have all given damning evidence. 

The facts are not in question. At this 
moment, after twenty-one months of 
war, there is still no central control of 
production. Every department orders 
on its own initiative, competing with 
others for the same goods. 

What is worse, one department will 
be overstocked with one line while 
another has work held up for lack of it. 

The need for a Planning Department 
and a single Controller of Cabinet 
rank to plan output, to arrange 
priorities, to standardise types, styles, 
sizes, to co-ordinate distribution has 
been stressed to the Ministries con- 
cerned not by one but by a dozen expert 
industrialists. 

Why is nothing done? 

Lord Beaverbrook's quickening touch 
is not yet apparent. Business men fear 
his powers may not be wide enough, 
He is certainly one of the few men who 

! could do the job. 


Shop Sales Down Everywhere 


QUO sales figures for April are 
almost valueless for purposes of 
comparison. Easter holiday always 
raises sales and this year Easter fell 
in April, last year in March. 
Comparing the quarter, February— 
April, we find that total sales in London 
fell by 12.4 per cent, while in the 
Provinces they rose by 5.6 per cent. 
Allowing for a 30 per cent. rise in 
; prices and the affect of the Purchase 
^ Tax, sales therefore fell by 52.4 per 
cent. in London and by 34.4 per cent. 
in the rest of the country. 
Assuming the Ministry of Labour 
Index at all useful (which it isn't, see 
below), the provincial dealer must 
reduce sales by another 13—14 per cent. 
and quickly. 
Significantly, extreme regional vari- 
ations were less marked than in March, 
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usiness into 


Consultant 


which means that supplies were a trifle 
less unequally spread. Even so, non- 
food sales rose during the month in 


the South of England by exactly 24. 


per cent.; for the country as a whole, 
apparel rose from an index figure of 
102 to one of 124. Here again the 
rise was greatest in the South. 

Strangely enough, the sale of house- 
hold piece goods fell almost as heavily 
in the North-east as in London. Scot- 
land did not maintain its lead for dress 
piece goods but did hold it for house- 
hold piece goods. 

Values of stocks rose by no less than 
10.5 per cent. although on an average 
they must have fallen anything from 25 
—663 per cent. in volume. 

Under the present control and 
rationing system, it is clear that stocks 
in the Provinces are being more rapidly 
depleted than those in London. The 
coupon system will certainly result in 
a more even distribution of stocks to 
population, 


What Rationing Will Do 


HE Board of Trade is taking care 

to ensure this by more than one 
method. No one retail company was 
allowed, during the period of grace for 
non-coupon buying, more than 10,000 
coupons’ worth of goods (£750 to 
£1,000) from any one wholesaler. This 
prevented the chain stores from getting 
ahead of the small shops in the usual 
way. So more goods will go to the over- 
crowded small industrial and country 
towns and fewer to the London and 
other cities’ suburbs, citadels of the 
chain store. 

Further, it will tend to increase sales 
forthe working class dress shop and 
to decrease them for the high class 
concern. 

Department stores will suffer badly, 
while more of our valuable model 
houses may}be extinguished. (A peril 
to our export trade, this). 

On the other hand, all classes will 
tend to buy better clothes. In this way, 
the lower middle class and a few of 
the upper, multiples and small shops 


should benefit, 
Cost of Living Index Exposed 


OBODY has been happy about the 
Ministry of Labour's Cost of Living 
Index for years past. 

To-day rationing has reduced the 
working-class family's weekly butter 
by nearly 50 per cent, its bacon by 
75—80 per cent, its cheese by over 
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90 per cent. and so on. In short, the m 
index is completely out of touch with ~ 
reality. m 
Yet the wages of over 24 million ii 
people are directly controlled by the 7 
movement of this Index. 4g 
But has the rise of around 27 per m 
cent. shown by the index any relevance 9 
to the present facts? The Economist ~ 
thinks not. A writer shows that | 
allowing for rising prices and the 
buying of unrationed food, the average 
working-class family’s expenditure on ^ 
. ^ 

basic foods used for the index has i 
actually fallen by 19.6 per cent. Yet ma 
the. index’s component for food has % 
risen by 184 per cent. Which cers 8 
tainly damns the index 
This error does 4fót 


cost of living has : 

On the contrar &. am pertain j 

risen owing to ugtfer Gest ofti | 

goods and of foot substits to ^ 
othe 50 per’ cant. jall- - 

gost of “clothes /But 


a” 
[4 
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high rents, and 
round rise in th 
by how much? 
cent, or by less? 


Still No Control of Prices _ 
HE price and wage situation is. Wa 


again getting out of hand. h^. 
At one moment the Chancellor .— $ 

















ill be raised by 10d. per ton, adding 
additional £84 to £9 million on the 
1, The consumer pays, as usual. 
this bonus was bringing miners' 
more into line with those oí 
n workers. 

at is the use of controlling the 
“of consumer products like 



























el are running amok? The price of 


oduction of every article. 

‘o allow this continual rise in 
ategic prices and to talk at the same 
e of controlling the cost of living 
sheer economic lunacy. But what 
are the business M:P.s in the House 
ng to educate Sir Kingsley Wood 
he realities of industrial economics? 















































































pulsory. I hope that many readers 
ik my tip and got their schemes in. 
ediately after the closing dates. 
-~ Hammersley's plea for the cotton 
de “that a great deal of confused 
id contradictory advice caused few 
oluntary schemes to be submitted" 
oes not apply to readers of this 
ournal. [ am still waiting to be caught 
tin my details. 

Concentration under the second stage 
ll not be pleasant. So much is evident. 
me firms have failed to realise the 
nger of missing the best offer, even 
.trades where 90 per cent. of the 
oduction capacity has been dealt 
th voluntarily. 

As I predicted, the B.O.T. has for 








small firm. In the rayon industry, 
r instance, British Enka 1s a nucleus 
hilst Courtaulds have closed down 
hree of their factories. 

Real difficulties remain in the pottery, 
rpet, furniture, jewellery and metal- 
ating industries. Firms are small, 
achinery is specially constructed and 
apted, runs are short, labour is highly 
illed. Here are conditions which offer 
igle scope for forming large factory 
inits, for benefiting by simplified 
actice and standard products. 
Personally, I think that Captain 
yttleton will be wise enough to drop 
yncentration in some of these indus- 
ies and to concentrate on control of 
aterials, and therefore of output, 
ile keeping every specialised section 
* each industry alive. One or two 
ixury industries will be turned over 
jrely to munitions. 


; Look West, Old Man! 


NT to forget the war, income 
-tax, rationing, the Ministry of 
.and all the rest? Then just look 
wih meb fs 55 





ese services enters into the cost of ~- 


ce tried hard to give a fair deal to. 













“normalcy.” After ten solid years of 
dumps and slumps, industrial production. 
is put above the 1929 boom level. and 
it is not just consumption goods that 
are booming unhealthily this time. 
Commodity prices (Moody's Index) 
have risen from 175 in February to 
196 in the second week of May. Factory 
employment is up by well over 14 per 
cent. on a year ago, with by far the 
biggest rise in durable goods (around 
30 per cent.). Factory pay-rolls are up 
by 27.1 per cent. at the least; con- 





What is an Accident ? 


There are more hazards to-day than in peace-time. : 


Yet many of them 


*HE term "accident" has been given 

such wide meaning in legal decisions 
upon its use in the various Workmen's 
Compensation Acts that it must be 
properly qualified to avoid ambiguity 
as to its scope in an insurance policy. 


The hazards of war have attracted- 
the attention of executives to the need 
for insurance "cover" for themselves 
and their organisations against risks 
ignored in more peaceful times. War 
risks are usually clearly defined, but 
policies covering them do not include 
financial protection against accidents 
not caused by enemy action. 


A well-known legal definition of the 
word “accident” is "an unlooked for 
mishap or untoward event which is 
not expected or designed." This wide 
interpretation might well cover disease 
as distinct from the class of mishap 


"worker 
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small employers to retain an open shop. | 
Shades of our grandfathers! TA 


are not "War Risks" 


colloquially designated as an accident. 
The policies for Personal. Accident . 
insurance therefore qualify the term- 
by stating that the accidental death of 
injury to the insured must be "by 
violent, external and visible means." 

Personal accident insurance is the 
only branch of insurance which is not 
based strictly on the principle of 
indemnity. The compensation payable 
on the happening of the event insured 
against is not measured by the actual 
financial. loss, as in an. indemnity 
insurance. | 

From the financial side, this insurance 
has advantages. The whole premium 
for an accident policy will rank for 
Income Tax relief, while with a policy 
giving cover against personal accident 
and disease a rebate calculated at 2s. 
per cent. of the capital sum insured 
will be allowed. ` i MEL 





Part-time Women Workers are a Success 
(continued from page 10) |o | TE dis 


In training of these part-timers it 
was expected they would be substan- 
tially slower than the younger and full- 
time girl under going similar trainjng, 
but this has not proved to be the case. 
Although the average age of our part- 
timers is over forty-five—some of them 
are nearly sixty—they required mo 
longer training than the full-timers. In 
many cases it was found that a part- 
timer required little more than the same 
number of days of part-time training as 
a younger girl on full time did of 
whole-day training before being suff- 
ciently proficient to take their places 
on the production lines. 


Absenteeism Is Almost Unknown 
Among These Women 


In the main, the part-timers are 
employed on light and clean assembly, 


adjusting and wiring work, as well as. 


on inspection. So keen are the majority 
Ó 








n 





f them on their work that absenteeism 
d unj unctuality do not exist.as pro- v 


blems for the management. This may 
be partly due to the experience of age, 
but it is also taken as a sure sign of 
the keenness of the women. 
. [It is already possible for us to claim 
that this unusual experiment is a 
success. There seems no doubt that 
this company alone, with no publicity 
beyond that obtained from the natural 
dissemination between employees and 
through the valuable help of the 
W.V.S., could easily engage 100 part- 
time workers a week, the great 
majority of whom would not otherwise 
have found their way ‘into productive 
war-time work. . a | 
From our own observation this 
experiment, if it becomes widespread, 
may perform a valuable social function. 
It should help to break down the 
antipathy of some social classes to work 
in industry, by introducing a vast new 
stratum of the population to modern 
industrial conditions and to the factory 
workers. aur ne. 
















































0. 1941 No. 


. normal work is not available. 


> | | 
| 


traders to 


; goods can only be 
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By JOHN BURKE, Barrister-at-Law 
Editor: Loose-Leaf War Legislation; 








Encyclopedia of War Damage and Compensation 


The notes which follow cover the period 
“from May 15, 1941, 
alphabetical order and numbered. A 
cumulative index is to be found at the end 
: o£ the feature. ues 
references in these notes, eg, SR. & 
688 are references to the 
tatutory Rules and Orders of 1941 pub- 
lished by the Stationery Office. 


4. Coal 


Wholesale coal prices are regulated by 
S.R. & O, 1941 No. 688. 

-. Work in coal mines is now controlled. 
Miners may not be dismissed (except for 


serious misconduct) and may not leave. 


their employment without the permission 


of a national service officer. A guarantéed 


wage is to be paid to all miners capable 
of and available for work who are. willing 
to perform services outside their usual 
occupation which they can reasonably be 
asked to perform during any period when 
>. Miners 
may only be engaged for work through 

ocal office of the Ministry of Labour 
and National Service. 


23. Clothes Rationing 


Rationing of clothing was introduced 


by the Consumer Rationing Order, 1941 
(SR, & 0. 


1941 No. 701). The rationed 
goods are (1) cloth, whether woven, felted, 
knitted, netted or crocheted, made wholly 
or mainly from any textile other than 
jute, (2) wearing apparel including hand- 
kerchiefs, (3) boots, bootees, shoes, over- 
shoes, slippers and sandals, (4) hand 
knitting wool, being hand knitting yarn 
containing more than 16 per cent. by 


weight of wool. Second hand goods are 


excluded from the order and a number of 
articles specified in the second schedule 
to the Order. ! 

Rationed goods may be supplied by 
retail customers only on 
surrender of coupons, This does not 
apply to supply (a) under Board of Trade 
licence, (b) for Government contracts, 


(c) by delivery outside or bv exportation 


from the United Kingdom otherwise than 
in or to the Isle of Man, (d)' to a local 
authority, (e) to the W.V.S. 

Within certain limits rationed goods 
other than cloth may be supplied without 
coupons by a trader to another trader 
or to a manufacturer of unrationed goods 
for the purposes of their businesses up 
to and including June 21, 1941. Cloth may 
be similarly supplied up to and including 
June 28, 1941. After those dates rationed 
supplied against 


surrender of coupons. This does not 





They are arranged in 


o. supply (a) under Board of Trade - at that date the truste 


Mr. Burke, one of the leading authorities on business law, prepares 

this digest to explain briefly every important Act, Order or 
Regulation coming into operation during the current month. Many 
hundreds of readers have already been helped by this feature. If 
you have any problems arising from war-time legislation, not deait 
with yet, write to the Editor for information and guidance 


licence, (b) for Government contracts, (o) 
by delivery outside or by exportation from 
the United Kingdom otherwise than in 
or to the Isle of Man, (d) by a person 
who is a registered trader under the 
Limitation of Supplies Order in respect 
of rationed goods to another such person. 

A. business which supplies uniforms for 
its staff may obtain the necessary coupons 
from the staff and use them ‘to obtain 
the uniforms, 


24. Finance Regulations 


Under r6 of the Defence (Finance) 
Regulations, 1939, it is unlawful in the 
United Kingdom except with Treasury 
consent to make an issue of capital or a 
public offer of securities for sale or to 
renew or postpone the date of maturity 
of securities maturing for repayment in 
the United Kingdom. A person is now 
deemed to make an issue of capital if 
he "receives any money on loan on the 
terms expressed or implied that the loan 
wil or may be discharged or secured 
wholly or partly by the issue of any 
securities or by the transfer of any 
securities issued after the making of the 
loan, or will or may be repaid wholly or 
partly out of the proceeds of any securities 
issued after the making of the loan." 
The expression "security" includes “a bill 
of exchange other than a bill payable 
on demand or at a fixed period not 
exceeding six months aíter date or aíter 
sight, a promissory note of a local 
authority, a promissory note payable more 
than six months after date, a deposit 
receipt for money but issued by a local 
authority or by a person carrying on a 
business other than the business of 
banking, and a unit or sub-unit of a unit 
trust.”; S.R. & O, 1041 No, 649. 

The Capital Issues Exemptions Order, 
19041 (SR. & O. 1941 No. 648), which 
replaces earlier orders on the same subject, 
exempts certain transactions from the 
foregoing provisions. The Order exempts 
transactions involving a consideration 
which, taken with the value of the con- 
sideration involved in previous transactions 
within the preceding 12 months, does not 
exceed £10,000. Certain specific trans- 
actions are also exempt and they are not 
to be taken into account in ascertaining 
whether the £10,000 above mentioned has 
been exceeded. The most important new 
specific transaction so exempted is the 
issue or re-issue of units or sub-units of 
a unit trust, if the issue or re-issue does 
not cause the total number of issued units 
or sub-units to exceed the total number 
outstanding at the date as from May 12, 
1941, including units or sub-units which 






















by the managers he trust to 4s 
, Reg. 3c of the Defence ( 

Regulations 1930, restricts the mal 
payments outside the sterling area : 
Treasury — permission, The 
Exemptions under this Regulat 
now contained in S.R, & O. 1941: 
Payments te Central Ameri 
regulated by S.R. & O. rogar N 


O. 
25, Food 


Butter: prices: XH, 
Cheese: control; 
processed; No, 697; 
Cocoa, Chocolate 
licensing and control; S.R. & O. IHI Xo 
Coffee: returns; S.B. & ©, 104 No. 6 
Eggs: home produced, prices; SR & € 
2? 644; indiestión of origin of imported: 
PAL. 
Feeding Stuffs: prices; SJR. 
rationing; Nos. 628, 639. 
Fish: piléhards and herrings; &R. & G 1 
No. 708; sardines: No, 571. | E 
Fruit: canned, prices; S.R. & O. 19431 Ne AGE 
Meat: retall prices; S.B. & O, 19431 Xo, 4 
Milks condensed; AR & O. 1941 No. 
restriction of use; No. 657. E 
Mils and Fiour: control; WE. & O 1941 ^ 
i137; prices: Ne. 789. — 
P nds control and prices; &R. & B, 19041 | 
PO. 
Potatoes: erop control: 
668: prices: No, 8589. l 
Poultry + prices; S.R. & Q, 
Rice: prices; S.H, & O. 1941 No. 645. 
Sausages: SR. & G. 1940 Nos. 708, Tj 
i iga and Sago: prices; &R. & 6. i94i 
GO, 
Vitamin C: control; S.R. & O. 194 No. 678 
Wheat: milled wheaten su bstances; SR, &. 
1941 No..656. a 
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& O. 104i No. n8 
S.R. & O iMi X 
rationing: Nos, 625, 
and Sugar Oo 





















& O. 1941 Na, € 















































































SR. & 0. ip K 


IMI No, 749. 


26. Import Duties 


R exemptions, see S.R. & O. 1941 Nos. @ 


i de" 


21. Industry 


The Board of Trade have power bv order 
prohibit the carrying on at any premises i d 
area of a trade or business of any class ape 
by the Board if the business was not - 
ab those premises at the date when the 
order comes into operation; S.R, & O 194 
658, para. 6. | We 


28. Lighting Restrictions 


From May 4 to August to, 
black-out" period is between on 
after sunset and one hour before & 
in Scotland, . Northumberland, s 
and Cumberland. In the rest of Ene 
and Wales it is between three-quarti 
an hour after sunset and th ree-quar 
an hour before sunrise; SR. & O 
No, 625. | 





29. Limitation of Supplies - 


A new Limitation of Supplies. 
lanéous) (No, 11) Order, ro4t- 
1941 No. 700) has been issne 
the period June r, 1941 to N 
194 I.' | 
Changes are made in classes NS 
8, 9, 10, 15, 16 and two new cla: 
(boots, bootees, shoes, overshoes, s 
and sandals) and tọ (hand knittin: 
being hand knitting yarn contain 
than 16 per cent, by weight of w 

The general rules as to r 
remain the same but man 
omitted from the previous R 
apply again under the new 
wholesaler who has been omi e 





































Ga. vald 

ration forms 
ndustries and Manuf, 
t 2, Board of Trade, 
"ürnemouth. Completed 
rnable by June 15, 1941. | 
X registered person who makes up fur 
ns belonging to an unregistered person 
n only do so within the limits of his 
ota for Class 5. 

urestrictled supply of certain classes 
ye made to hospitals, local authorities, 
stores dealers and the W.V.S, 

* registered person may with the 
ard's consent transfer the whole or 
rt of his quota to another registered 
rson. . 
A manufacturer who supplies a 
gistered person with controlled goods 
rose value exceeds by more than £1,000 
ie value of goods of the same class 
ipplied between June, 1, 1939, and 
'ovember 30, 1939, must notify the Board 
f Trade of the fact within 14 days. A 
milar obligation is placed upon retailers 
o notify excess purchases. 


30. Petrol Rationing 


Petrol rationing is,now regulated by 
the Motor Fuel Rationing Order, 1941 
R. & O. 1941 No. 669). The Order 
lows the same lines as previous orders 
he subject with the following changes : 
‘he Board of Trade may forbid the 
of coupons for obtaining petrol for 
“particular class of motor vehicles, 
"he rules against transferring coupons 
id. as to surrendering unused coupons 
e tightened up. 

Board of Trade officials and the police 
ay ask to sce coupons in the possession 
"any person and may confiscate coupons 
e rally held, 

New application forms for licences and 
tipons are provided for. l 
An agreement to supply or to acquire 
trol is put on the same basis as the 
tual supply or acquisition. 

The Order, like the preceding Orders, 
not confined to petrol; it applies to all 
uid hydro-carbons used as motor spirit 
d to heavy oils used as motor fuel, 


Raw Materials, Manufactures 
and Commodities 


‘Fertilisers: control; S.R. & O. 1941 No, 683. 
ron and Steel: control: S.R. & ©. 1941 Nos. 


4, 668, 

‘Molasses and industrial Alcohol: S.R. & O. 1941 
Paper: S.R. & O. 1941 No. 730. 

Sulphuric 


Su Acid: S.R. & O. 1941 No. 661, 
Wool: control; SR. & O. 1941 No. 705. 
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A reserve called the Merchant Navy Reserve 
sol of qualified but unemployed officers or 
ratings after Merchant Navy has been formed; 
QR. & 1941 No. 634. , 

The functions of the Minister of Shipping have 
en transferred to the Minister of War Trans- 
port; S.R. & O. 1941 No. 654. 

No person may enter or offer to enter into 
agreement for the use or hire of a ship 
thout authority in writing granted by or on 
behalf of the Minister of War Transport; S.R. 
£00. 1941 No, 704. 





3. Storage Facilities 


The owners of premises in Great Britain 
hich have a floor area of 3,000 or more 
et super and which have, at any time 
nce January 1, 1938, been used wholly or 
ainly, for the purpose of storing articles 
any description are required to furnish 
ticulars in writing on a prescribed form 
the Controller General of Factory and 
rå Premises, Millbank, London, 


age 















‘storage 






For amendments to the “black list" see S.B. 
& O. 1941 Nos. 622, 741. 

Syria and Lebanon are added to the list of 
countries treated as enemy occupied territories; 


SR. & O, 1941 No. 731. 


35. Transport 


The functions of the Minister of Transport 
have been transferred to the Minister of War 
Transport; S.R. & O. 1941 No. 654. 


36 War Damage 


As to the procedure 
war damage to 
see S&.R, & 0. 


in Scotland for notifying 
land and for making claima, 
1941 No. 660. 
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After a Blitz 


Some Sal vage Do's and 1 


HO owns a blitzed building? The 

destruction of large numbers of 

factory and office buildings by 
enemy action has raised the questions 
of who owns the smouldering mounds 
of rubble and burnt stocks and what 
can be done to secure the maximum 
compensation for the losses sustained. 
A full description of the methods of 
claiming compensation for air raid 
losses was given in the May issue of 
Business (Guide to War-Time Law, 
page 22), but many firms want to know 
just how they stand regarding the 
ruined buildings of which they were 
the freeholders. 

To establish a nation-wide scheme 
for dealing with blitzed property it 
was necessary for powers to be given 
to local borough councils, county 
councils, the Ministry of Home 
Security and the military authorities, 
and, in general, it may be considered 
that a building, smashed by a bomb, 
belongs not to its original owners but 
to the Government, with the local 
council acting as disposal agents. 

The actual position is still somewhat 

vague, since no one has yet disputed 
the rights of the Government to clear 
a demolished building. No doubt the 
proprietor of a damaged structure 
could claim that the debris was his. If 
he could make effective arrangements 
to dispose of his rubbish, no authority 
would be likely to dispute his claim. 
. Questions naturally arise as to what 
a property owner is allowed to salve. 
The same course as that adopted in the 
case of an ordinary peace-time fire 
must be followed. Nothing should be 
removed from the blitzed premises, 
unless in danger of destruction, except 
with the approval and under the super- 
vision of a Government official or 
assessor, and then a careful list of all 
perty must be kept. — 











Jon'ts 


Building materials ate divided into 
seven rough groups, and what happens 
to these in London will provide an 
adea of the- general scheme in force all 
over the country. Of the seven group 











cost of demolition and removal of the 
other five types will more than absorb 
their value. The seven divisions are: 

RuszisHn—including burnt stock and 
hopelessly smashed building 
material This is taken to Thames. 
wharves, loaded into barges and 
dumped in the Thames estuary. 

Bmicks that are not too badly 
smashed are cleaned, graded and 
stored until they can be found a 
new sphere of usefulness. 

Woop too small for any practical 
use is issued as firewood to people 
who apply to the local town hall. 
serviceable beams are converted 
into struts and used for shoring 
up trenches and: shelters. 

Mera is-the most valuable thing in - 

. the debris and, when recovered, _ 
all goes to the scrap heap. E 

Grass is usually too hopelessly mixed ` 
with other rubbish to be worth 
sorting out. m 

Concrete and Stone are broken up 
for road making hard-core. 

SLATES, if not badly damaged, can 
be used for patching roofs. 

Of the contents that can be 
recovered from the building, the owner 
is allowed to remove all furniture and 
fittings that can be reclaimed. Stock 
may also be claimed, and here the 
owner is entitled to claim for damage 
under the commodity insurance scheme. 

Food may be removed provided the 
local food officer passes it as fit for 
human consumption. If it is not passed, | 
it is destroyed. j 















































ow to Avoid 






THE general: adoption of the spotter 
" system in factories, to enable pro- 
duction to continue during an Alert, 
has resulted in a. number of factory 
accidents only indirectly connected with 
air-raid damage. 

. The cause of this: A bomb on a 
“power station or high tension cables, 
several miles away, can plunge a whole 
factory. into darkness—yet no imme- 
diate danger m may be apparent to the 
spotters.- A few minutes later the 
spotters sound the “imminent danger” 
signal, but the employees now have 
to grope their way to the shelters in 
— utter darkness. As a result, serious 
. accidents occur through — workers 
-stumbling over castings in foundries, 
"erashing into shafting, machine tools, 
Stores etc. i 

= A leading film of electric lighting 
manufacturers have applied 
specialised. knowledge of emergence 











. and have designed an efficient. system 
which can be adapted to the varying 
requirements of different industries 
and works layouts. Not only does this 
System safeguard the workers; it also 
enables essential production to be main- 
tained in certain parts of the factory 
vhere the | emergency lighting is 











: "Naturally every job presents its own 
problems and must be treated 


Black- Out 


Emergency Lighting Sets can Obeiate 
Power Break-down Difficulties 


their. 






ghting to the solution of this. problem l 






individually, but the general design of 
the system is such that it will enable 


the maximum lighting to be available 


in an emergency for the minimum cost 
of installation and maintenance. 

A typical installation has a battery 
capacity sufficient for supplying emer- 
gency lighting for approximately three 
hours. For recharging the battery a 
rectiher is supplied which is contained 
in a sheet steel cubicle arranged for 
floor or bench mounting. 


Lighting Comes on Automatically 
= © M Power Breaks Down 


The lighting set is equipped with 
changeover contractors, arranged 
across each phase of a three-phase 
supply, so that on a shut-down of the 
mains supply on any one phase, that 
portion of lights controlled by the 
contractor immediately comes into 
peration. Should a failure occur on 
all three phases the whole of the 
emergency lighting circuits would auto- 
matically come into operation at once. 
The set is also fitted with a discharge 
switch to enable the emergency lights 
to be switched on manually if required. 

After the emergency lights have been 
used it is only necessary for the battery 
to be charged for a few hours, even if 


it has been fully discharged. The only | 


maintenance required is the very 
occasional topping up of the batteries. 
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Is it Going. to Unload ? 


Solving the Factory Spotter’s Problem 


of “Imminent Danger” 
8 


SKILFUL spotter 1s a man who 
4. can tell (1) whether an approaching 
T 'plane is an enemy, (2) whether he or 
his spotting area is likely to be bombed, 
-and (3) whether enemy planes are not 
likely to drop bombs on him or his 
spotting area. 

How to be able to answer these 
three vital questions with a fair degree 
of accuracy is one of the main subjects 
of "Night and Fire Spotting" by 
Francis Chichester, (London : George 
Allen & Unwin Ltd., 2s. 6d.). 

It is most unusual for a bomber to 
locate a specific target easily at night, 
is one of the points Mr. Chichester 
makes. It is hard enough on a fine.day 
to spot most targets in time to bomb 
> them on the first : run in; at night it is 

` practically impossible. Allowing a 250 







* :m:p.h. bomber 15 seconds in which to 





aim his bomb sight after sighting his 
th 
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queries to the editor. I 
mation on every aspect of : 
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Are on Neglecting: 


Gas Precautions? 
‘HE vast majority of fa 

managements are neglecting ü 
of the most important parts of th 
A.R.P. obligations. 

Two months before the outbreak. 
war in July, 1939, every fa 
employing over 30 workers was adv 
as to the Government's requiremer 
for A.R.P. instruction to their staff. 

These duties were divided into thr 
parts, viz: first aid, fire-fighting a 
anti-gas measures. The blitzes of t 
early autumn of 1940 caused m 
firms who had neglected to carry 0 
these instructions to institute ele ie 
tary first-aid and general AR: 
courses among their st aff. 

It will apparently need a bad ¢ £s ri 
to stress the vital importance of | 
gas measures, Ninety-five per cent. 
the factories liable to take these. 1 
cautions have, according to the Minis 
of Home Security, completely ne neg 
to arrange any instruction 
subject for their workers. 

It is understood that stern steps w 
be taken in the very near future unless 
there is an all-round indication 
the training is no longer. 
neglected. | 





target in order to hit it, are: 


Flying at: Beeline | 
10,000 feet ... M a3 og 
20,000 feet ... — ... — s&à 
30,000 feet ... we 7 n 


If The Bomber Comes Back 
Is “Imminent Danger 


The shortest of these dista: 
long way from which to spot a 
even on a fine night, Assum 
fore, that the spotter is at soni 
not easily located by a nearh 
mark, the enemy must cruise 
overhead until he has identified 3 
must then turn away and fiy. 
miles or more, according to 38 | 
in order to obtain a straight: ri 
the point at which he must. 
bombs. a 

Consequently, a spotter who h 
heavy plane cruising around « 
fro in his neighbourhood ca 
take it for an enemy. And it 1 
it first cruising , and then figin 
five miles and finally fying 4 
a strai bt. : must. 
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Order Means to You 


E. lighting means health, safety, 
speed in work, accuracy. Bad 
lighting means fatigue, risk of 
accident, a lowered output of a poorer 
quality. In peace time these are 
important matters; in war-time, with 
the whole nation keyed up to its most 
intensive effort, they become vital and 
are neglected only with peril. 
It has always seemed to me rather 


Strange that, inasmuch as the eye is 
the most important and most used 


organ in doing productive work, full 
recognition of lighting an 
essential factor in industrial environ 
ment was very late in coming. Perhaps 
this is due to the fact that the effects 
of defective lighting are not imme- 
diately apparent or felt, so that con- 
ditions bad in this respect are more 
readily tolerated than those bad in 
others. 

Peace-time Standards Are Not 
Enough For War Conditions 
At all events, whatever the reason, 

there was no statutory requirement that 
good lighting should be provided in 
factories generally until July, 1938. At 
this date, recommendations were sub- 
mitted by the Government Committee 
on Factory Lighting as to the actual 
standards that should be adopted— 
standards formulated, of course, for 
normal peace-time conditions. 


good as 





Good and bad factory lighting. 


Factory hands are seriously handicapped unless 
factory eyes can see the work clearly, quickly 
and easily. Valuable lives may depend upon the 
quality of a product. Good vision and lighting 
not only reduce the risk of faulty workmanship, 
but enable inspectors to detect small departures 
from required standards 


by Sir DUNCAN WILSON, C.V.O., C.B.E. 


Chairman, Departmental Committee on Lighting in Factories; 


Chairman, Industrial 


Health Research Board; Formerly Chief 


Inspector of Factories (Home Office). 


With the advent of war, the need 
for .greatly improved lighting was 
intensified. In war-time work is 
carried on for longer hours, often 


under black-out or semi-black-out con- 
ditions, and there is a big influx of 
workers new to their jobs, many of 
them women who have never been in 
a factory before, or elderly folk whose 
evesight is less adaptable than in their 
youth. For these reasons every 
hindrance to production must be 
removed, whether due to lack of speedy 
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If the recommended ratio between spacing and 


mounting heights is exceeded, dark patches and shadows will be formed, as on the 
left. Correct spacing and mounting heights, on the right, give an overlap of light 
which softens shadows and ensures uniform illumination 


vision or depressing working conditions, 
which are so often the incipient cause 
of “lost time.” 


New High Standards For 
Types Of Factories 

The Committee on Factory Lighting 
recognised these facts and in their 
latest report submitted new standards. 
So important were the points raised in 
this report considered to be, from the 
point of view of welfare and pro- 
duction, that the Government has just 
introduced legislation making certain 
standards of lighting compulsory in 
every factory working more than 48 
hours per week. Even prior to the 
introduction of this legislation, certain 
vital factories were called upon to 
conform to specified high standards of 
lighting under powers granted to the 
Ministry of Supply. 

The principal clauses of this new 
legislation—the Factories (Standards 
of Lighting) Regulation, 1941, Statu- 
tory Order No. 94, are: Clause 2A— 
regulation dealing with the minimum 
general illumination over all working 
areas; this is laid down as six foot- 
candles, and it should be clearly 
recognised that this illumination is 
clected for welfare purposes only, and 
is without prejudice to any additional 
illumination required by the nature of 
the work. The additional illumination 
is dealt with under : Clause 2C—calling 
for that "sufficient and suitable" 
illumination which was laid down in 
the Factory Act of 1937. 

[t must be remembered that these 
values of illumination were advocated 
in times of peace. Under the stress of 
war conditions, with long hours of 
work under artificial light and the need 
for the greatest quantity and highest 
quality of production, it may well be 


(please turn to page 24) 
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the invention of the typewriter. H 
enables EACH typist to do her | 





Ni 













Yet another aid to efficiency in your organi 
HANDWRITTEN RECORDS, the Primus 


| x in conjunction with Continuous Stationery 
CONTINUOUS STATIONERY |] 3m eos oes 
while a copy automatically locked 
in the machine provides 
your auditor with a 
check on each 
transaction. 









Wartime difficulties of depleted staffs often handling double the 
work, call for specially careful consideration of any method 
which will cut down the time spent on such unproductive but 
essential jobs as invoicing, daybook recording, works orders 
and inter-house records, Nearly every business has to face up 
to this problem, and a large number of progressive organisations 
have solved it with the PRIMUS plan. May we send you 
further information? 


CARTER DAVIS LTD 
. QUEEN ELIZABETH STREET, LONDON, S.E. 1 
| Telephone "ss eee ea = = HOP 0204-5-6 




























HE new Government Lighting 
L Regulations need not impose a 
^ heavy cost on factory manage- 
nts. Often the -existing lighting 
em can be adapted at very low cost 
comply with the new standards set 
ip. In others, the adoption of electric 
ischarge lamps, which are much more 
'conomical in operation than the 
ungsten filament type, offer a solution 
which will save its cost in a few 




































































a pos state “the TTO 
shall not be less than six foot- 

















of any ^ additional illumination 




















d Difficulties 
. foot-candles is only sufficient 




























The regulations regarding the cut- 
ff angle and maximum ‘permissible , 
brightness of fittings can be met by 
the . use of standard dispersive 
reflectors. The high efficiency and wide 
distribution of light of this type of 
reflector makes them suitable for the 
majority of industrial interiors with 
low or moderate mounting height. 

-In a number of industries, however, 





Class of Task 





.DEQUATE ILLUMINATION VALUES FOR INDUSTRY 


Precision work to a high degree of accuracy, 
tasks requiring dd discrimination and 


| attention to the schedule of iflumination values 
sarised above. These standards have been ‘compulsory £ for. some ime. in t many en 


sim ple | means 





Modern methods ot ladies offer 


of providing adequate 


lighting for all types of factory work 


part of the manufacturing process 
entails work on polished or shiny sur- 
faces. In order to avoid annoying or 
disabling reflections from these sur- 
faces, industrial diffusing  reflectors 
should be used or alternatively 
standard dispersive reflectors should 
be fitted with frosted or opal glass 
visors. The effect in each case will be 
to reduce the intrinsic brilliancy of 
the light source by spreading the light 
over a large area. 

The use of fluorescent mercury lamps, 
described in detail in Business, March, 
1941, will frequently achieve the same 
object, assuming they are otherwise 
suitable to the factory. . 
Careful Mounting Can Prevent 


Awkward Glare 


Glare is obviously regarded by the 


Government as bad a fault in factory 


illumination as insufficient lighting. The 





new regulations order that where any. | 


light source in a factory is less than 


16 feet above floor level no part of the d 


source or fitting having a brightness 
greater than 10 candles per square inch 
small be visible to any person whilst 
normally employed within 100 feet of 
the source, unless the angle of elevation 


Recommended 
Foot-Candles 


response above 50 
-Severe and prolonged visui diei: discrimina- 
tion or inspection of fine details of low 
contrast " 25 to 50 
Prolonged critical tasks, proof-reading, fine | 
machine work and fine assembling 15 to 25 
Visual tasks, such as office work, sustained | 
reading and medium bench work 10 to 15 
Less exacting visual tasks, such as large 
assembly work 6 to 10 
: Work of simple character not involving close 
attention to fine detail - e 4 to 6 
Casual observation where no specific work is 
performed 2to 4 
c Hid) report of th tmental Committee on Factory Ligh cifically 
f report of the Departmenta ee on ge Oe nes be the Really 










materials 


frem the eye to the source exceeds 20 
degrees. - 

When re-designing an. existing 
installation or making plans for a new 
one, care should be taken to ensure that 
the lighting fittings are mounted 
sufficiently high to avoid the discom- 
fort and disability which are 
experienced if a large volume of light 
is installed too close to the eye level. 
The following table indicates the 
minimum heights below which fittings 
should not be mounted : — 


ANSWERIN G—AT WHICH 
HEIGHT SHOULD THIS LAMP 
BE MOUNTED ? 


| WATTAGE AND TYPE OF LAMP 





Minimum i 
Mounting | 














aa a ECC EUR QUEE | 
| 
(Sodium | T ungsten Mercury } scent sa | 
E E xxl 8 | 
ee e | 9 | 
EARN | 
| 6o | 200 | 80 , rob | 
| B5 | 300 a 125 | 125 12 | 
i i | f ! 
| 140 | 500 | 250 | — We d 
| — | 4750 | zs sl 400 17 | 
| — | X000 | 400 0 20 | 
Ea | 09g. qo me o cmm 24 | 
These recommendations are for 


standard dispersive reflectors or open 
type reflectors. If, for some special 
reason, lamps are employed at mounting 
heights materially less than those 
given in the above table, industrial — 
diffusing fittings, diffusing cover glasses 
or other suitable means should be 


employed. | 
Waste Avoided by Adopting 
Existing Installations 


Better lighting does not necessarily 
mean a complete new installation. In 
many cases it is possible to extend or 
adapt the existing one and so conserve 
and labour. For example, 
where the illumination is insufficient 
one means of obtaining an increase is 
to interspace a second installation so 
that the two together provide the 
desired result. An alternative is to 
change the reflectors and lamps from 
say 200 watts to 300 watts and use 
existing points and wiring, assuming 
the latter to be of sufficient size. In 
this | case, care should be taken to 
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WE OFFER THIS 
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Advi. of SIEMENS ELECTRIC LAMPS AND ET 








as approved in connection 
with the 


FACTORIES 


(GLASS PROTECTION) 


ORDER 1940 


Available from stock 
Complete Schemes of 
ROOF PROTECTION 


carried out 
Also 


CAMOUFLAGE 


Estimates and full particulars from 


PICKERING & HALDANES 


Netting Specialists 
SOUTHAMPTON HOUSE, PELHAM ROAD, 
CLEETHORPES, LINCS, 


Telephone—6 1241 /2 Telegrams- Camnets | 








IEMEN 
TUNGSTEN FILAMENT LAMPS 
"SIERAY ELECTRIC — DISCHARCE LAMPS 
"SIERAY - DUAL' LAMPS 
SERVICE WITHOUT ANY OBLIGATION, 


REE ADVICE we wit cibi 
SEND A LIGHTING ENGINEER TO ADVISE 
YOU ON A LIGHTING LAYOUT USING 
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LIST N 
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output 


; How to squeeze just a 
a little bit extra out of 
| the same unexpandahle plant 
- « + Please, that's not really 
YOUR problem,  amiess you 
are a planning expert. . 

But it is à problem for Kardex. 
. And results prove how well Kar- 
| dex experts understand their jon. 
Let them take the worry off your 
shoulders, find the way to put a 
big increase on your —— 
production, and very E 
| Probably knock a tidy 
, percentage off your 
| costs. 


@ RADIO KARBEX. 
An interesting fire- 
side magazine sent 
free on request. 















Write for Stock and 
inaflote from Dent. 3621 e 
Visible Gontro! Systeme, - 

Telephone Ch 





























-- FOOT-CANDLE ? 
‘The foot-candle is the unit of 
illumination. It is defined as the 
light flux density on a surface one 
foot distant from the source of one 
standard candle. The foot-candle is 
i 

































not directly related to the wattage 
of the lamp providing the light, 
nor is it the same as the candle 
power of that lamp. For instance. 
a 25-watt lamp might give 20 foot 
candles of illumination on a book 
held one foot away from it. But if 
the book is removed to a distance 
of two feet, the illumination falls 
“to perhaps 5 foot-candles. If a 
shade of any kind of fitting is placed 
over the lamp, the illumination may 
again fall or it may rise, depending 

- on the type of fitting. 
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sure that the larger lamps are 
sunted sufficiently high to avoid glare. 
Since it is desired that, in the 
terests of national economy, capital 
ost of installation and the use of 
materials should be kept to the 
ninimum necessary to ensure satis- 
actory results, it would appear, at 
rst sight, to indicate that the use of 
electric discharge — lighting would 
rarely be justified. 
Six Points In Favour Of Discharge 
" Lamp Installations 
In practice, however, there are liable 
‘to be costs other than those of the 
"actual fittings and lamps incurred in 
rearranging existing lighting instal- 
tions. It is, therefore, suggested that 
ectric discharge lighting may be used 
“where it would have been adopted in 
peace-time, provided that the following 
circumstances apply :— 
.^ (a) Where the installation of such 
"fighting would obviate alterations and 
additions to existing wiring, which 
would cost as much as the extra over a 
tungsten installation or would lead to 
serious delays and disorganisation in the 
factory, 

(b) Where the extra heat dissipated 
by additional tungsten lighting would 
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LOUDSPEAKING 






impair the efficiency of the ventilation 


actol 














by discharge lighting 
-(d) Where a factory 
tungsten lighting but additional points 
are required, and such additional points 
if carried out with discharge lamps 
would not involve increasing? mains, 
switchgear, etc. while the corresponding 
installation of tungsten lighting, giving 
the same increased intensity, would 
involve such alterations. | 

(e) Where the overall savings due to 
reduced current consumption of an 
electric discharge installation would 
recover the extra capital and lamp 
replacement costs involved within two 
years, 

(f) Where discharge lighting has 
definite and accepted merits for the 
solution of a special lighting problem. 


The Mercury-Tungsten Dual 

Lamp -Has Many Advantages 

It will be of value here to mention 
one of the most modern developments 
of light sources that is contributing 


* 


much to the efficient lighting of 
factories. This is the dual mercury 


and tungsten lamp, which consists of 


a highly efficient mercury discharge: 


lamp supplemented by a normal 
tungsten filament. This combination of 
principles introduces important advan- 
tages. Incorporation of the tungsten 
filament does away with the need for 
the choke or condenser normally 
required for discharge lamps. Secondly, 
the filament imparts to the light the 
red rays in which the discharge lamp 
itself is deficient. The result is a light 
which, while having the power and 
special visual qualities for which the 
discharge lamp is well known, has also 
the “corrected” colouring which is more 
satisfactory to the eye. 


Improved Lighting Will Mean 


Increased and Better Production 


The one and only aim of a factory 
lighting installation should be to enable 
the operatives to see clearly, quickly 
and easily the objects on which they 
have to work. Close observance of the 
new regulations will do much to sweep 
away the low standards of artificial 
lighting which have, in the past, made 
workers’ vision less certain, less rapid 
and a great physical effort, with 
resultant bad effect on production. 












is lit- with | 


ito work. 


Executive's Instrument a 


_ With Dictograph Telephones installed the Chief 
Executive can communicate with any depart- 
ment direct — by a simple flick of a key. All 
departments can also communicate with one 
another, but executive calls get priority auto- 
matically. A representative will gladly call to dis- 
cuss possibilities. Information, ‘demonstration, 
| urvey, estima tes orrentalterms—free on request. 
ve years' experience at your disposal. 










A.R,P. Consult Dictograph o 











DICTOGRAPH TELEPHONES LIMITED 
Abbey House, Westminster . 


Works at CROYDON and Branches ar GLASGOW, BIRMINGHAM, MANCHESTER, LEEDS, NEWCASTLE, 
BRISTOL, CARDIFF AND DUBLIN. | | 

n Telephone and Sound systems for A.R.P. and 

MüusicinFactores o co os 














Lighting Order Means 
(Continued from page 20) — 
that even these standards might with -~ 
advantage be increased. For this ^ 
reason, it is recommended that where ^. 
work of national importance is con- - 
cerned, values at the upper end of the 
set out the Illumination 
Lamp 
should be adopted. 

The one and only aim of a factory 
lighting installation should be to enable 
the workers to see clearly, quickly and 
easily the objects on which they have 

Jt is an easy matter to make out a 
case for good industrial lighting on 
the grounds of greater quantity and 
quality of production' alone, but there 
is a further factor to which more and. 
more importance is being attached as 
time goes on—namely, the effect which 
lighting conditions have on the workers 
themselves. ` | | | 
Better Vision Gives More Energy 
~ More Safety 


It is not often realised how much 


while the actual energy turned into 
useful work is at a minimum. As the 
lighting level is raised, not only is 
more energy transformed into useful 
work, but at the same time the wasted 
nervous energy is reduced at an even 
greater rate. 

In other words, with better lighting, 
the workers automatically have a. 
greater human factor of safety, and 
a reserve of energy which enables 
them to carry on to the end of a long 
day and to put forward any special 
effort needed at any time. 
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“THESE R.A.F. FITTERS 


s 


ARE GIVEN 
NON-SHRINK OVERALLS 


CROWN COPYRIGHT RESERVED 


Your staff will work better, be healthier, 








look smarter in protective clothing that 
doesn’t get smaller when it’s washed 


OUR. staff is probably doing 
just as important work these 
days as that of the fitters and 
riggers of the R.A.F. Like them, 
they have to be able to move fast, 
to use their arms freely, to bend 
quickly, and to breathe without 
restriction. They too need to be 
efficiently protected from grease, 
dirt and oil in the shops or 
workrooms. ` 


Overalls that shrink neither 
give workers efficient protection 
nor allow them to do their jobs 
efficiently. 

This fact has been recognized 
by the War Office. They specify 
a standard of shrinkage control 


Compare these diagrams 


34 35 36 
Overall cloth that is “ Kigme!"- 
Shrink won't shrink by more t*an 
a fraction of an inch in the yard. 


Some so-called “ shrunk,” ** fully- 


shrunk " and “ guaranteed un- 
shrinkable” overall cloths shrink 
by as much as 2 inches in a yard, 





Rigmel - Shrunk 


for overall cloths and cotton 
service uniforms worn by the 
Forces. This standard is a very 
high one. It allows for no more 
than } of 1% shrinkage in length 
or 2^, in width. 

The diagrams below show the 
wide margin of difference be- 
tween many so-called shrunk 
overall cloths and “ Rigmel ”- 
Shrunk. They emphasize, too, 
the importance of getting 
“ Rigmel "-Shrunk overall cloth 
when buying for factory staffs. 


You will find your staff are 
healthier, look smarter, and work 
better, in overalls that don't 
shrink. And they are an economy 
because they need fewer repairs 
and replacements. 

Why not see your suppliers 
about “ Rigmel"- Shrunk cloth ? 
Protective garments in it are also 
available through retail outlets 
for purchasers of small quantities, 





Laundry-tested 
against Shrinkage 


Advertisement of THE BRADFORD DYERS' ASSOCIATION LIMITED 


LONDON 
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Just as the sun furnished every horse-power unit used in the 
factory (scientific fact!), so sunshine provides all the energy your 
workers put into the job. Now that the national effort makes 
people give up holidays, curtails sleep, work over-time in blacked- 
out factories and offices, they lose energy and get over-tired. 
That makes sickness, absence, accidents ríse while output and 
wages drop. 

Don't black-out the Sun! 
at the Works and give your people vitalising sunbaths, 
them at home yourself if you like with a '*Homesun"), Brief 
regular sunbaths keep men fighting fit; lower illness and absence 
by 30% and 40^; (actual records!). 

"This war will be won in our work-shops," says Mr. Bevin—and 
Hanovia Sunlamps are helping the Fighting Units and factories 
of Britain to make the winning effort. 

We offer our booklet ''Fitness in Industry" freely to employers, 
factory Medical Officers and Welfare Supervisors, Send for 
your copy now. 


The Industrial Welfare Department, - 


HANOVIA LTD., SLOUGH. 


London Showrooms : 3 Victoria Street, S.W.1. 


Install Hanovia Welfare Sunlamps 


Hanovia Suniamps are helping in the war work of: 


Motors Ltd. Ford Motor Co. Ltd. 

General Aircraft Ltd. 

Glasgow City Police 

Arthur Guinness Son & Co. Ltd, 
Harland Engineering Co. Ltd. 

H. J. Heinz Ltd. 

Alfred Herbert Ltd, 

Hercules Cycle & Motor Co. Ltd. 
Alfred Hughes & Sons Ltd, 


Armstrong Siddeley 
Aspro Ltd. y 
Bell's Asbestos & Eng. Co, Ltd. 
Birmetals Ltd. 

Blackburn Aircraft Ltd. 
Montague Burton Ltd, 

Cadbury Bros, Ltd, 
Crompton Parkinson Ltd. 

Daimler Co. Ltd. ! 


Electrolux Ltd, H.M. Navy 
(Several ships and shore 
The Hanovia Welfare Sun- rop. 


John Mackintosh & Sons Ltd. 
MeVitie & «Price Ltd. 
Mainsforth Colliery. 

Mardon, Son & Hall. 


lamp for tonic ultra-violet 
sunbaths indoors, 











Marks & Spencer Ltd, 
Metal Box Co, Ltd. 
Monotype Corporation Ltd. 
Old Bleach Linen Co. Ltd, 
Ollerton Colliery. 
Oxo Ltd. 
Pressed Steel Co, Ltd. 
K.A.F. Squadrons. 
aa Rowntree & Co. Ltd. 
= ou Royal Arsenal, Woolwich. 
ad ae | A. Sanderson & Sons Ltd. 
< F. Standard Telephone & Cables 
=m z x i J Ltd. : > 
— E Tullis Russell & Co, Ltd. 





Unilever Ltd. 
Whitrigg Colliery. 


Wolseley Motors Ltd. 


HANOVIA LTD., SLOUGH, BUCKS. 


Send me facts about indoor tonic sunbaths required (for 
en gto — employees) 

(for personal use) 
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Women are Handling 


Trucks Now 


Nimble 
tory internal transport and release 


skilled 








Box-type fa. tory 
Speaker 


runabouts can speed fac- 


men for 


OU wouldn't think of putting 
women on to the work of shifting 
heavy loads about the works, would 
you? And yet that is one of the jobs 
they can do—and like! Of course, they 
can't lift and carry heavy loads. Why 
should they? Why should anybody, 
when by using a special truck with 
stillages (or loading platforms) one 
girl can do the work of ten men— 
without leaving the driving seat. 
A slip of a girl, looking as though 
a stiff breeze would blow her away, can 
back up her truck to a TON load, 


important jobs 


An unskilled operator can easily manceuvre 

her truck under a loaded stillage and lift it 

(1, 2 and 3), run it to its destination (4), 

back the truck (5) and lower platform (6) 
to release the load 


touch a lever which lifts it clear of 
the ground, and drive it to wherever 
it is wanted. 

And do the girls like the job! It’s 
just the thing to delight the modern 
girl. No mechanical aptitude is required, 
and this is a good thing, as very few 
women are mechanically minded. And 
the variety and change keep them 
interested. Here is no dull, repetitive 
job, tying them to a bench in one spot, 
but a lively sociable job, bringing them 
in touch with their fellow-workers all 
over the factory; a little bit of back 
chat here and there as they bring the 
men the loads they want on their jobs 
all helps to pass the time pleasantly 
while they are actually on the job. 

simplicity. of control helps the girl 
driver of trucks such as that illustrated. 
One. of these novel features is the 
patent reversing gear, which is effected 
by rotating the steering wheel through 


DICTOGRAPH SOUND INSTALLATIONS 


(Dictograph Telephones Limited) 
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Branches at BIRMINGHAM MANC 
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HESTER GLASGOW LEEDS 


ne 


NEWCASTLE 
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therefore, 
there are no levers to operate and no 


180 degrees. reverse, 
gears to engage. To ensure that the 
driver knows in which direction she 
will move on engaging the clutch, there 
are coloured discs, red for reverse and 
white for forward, on the base of the 
steering column. 

One final point of interest to the 
management—the ^ operating 
a halfpenny per 


works 
costs are just over 
ton mule. 





Music SPEEDS PRODUCTION = 


RELIEVES MONOTONY + BANISHES DEPRESSION + EXPELS FATIGUE 


Government departments, supported by the B.B.C., 
speed up production. Already many | 
demonstration, survey, estimates, or 
your disposal in manufacture, installation and maintenance. A test gladly arranged in your own works. 


are urging the broadcast of music in industry to 
arge firms are using Dictograph Sound Installations. Information, 
rental terms — free on request. 


Twenty-five years’ experience at 


FOR MUSIC IN FACTORIES - STAFF LOCATION 

CONTROL OF STAFF DURING AIR RAIDS . MASS 

ADDRESS TO EMPLOYEES ACCIDENT, FIRE, 

BURGLAR AND SABOTAGE ALARMS - AIR RAID 
WARNING DETECTOR 


BRISTOL CARDIFF 















PRODUCTION CONTROL 






ss dt IS spray, if your 
Stirrup Pump has 
a WOODHOUSE S.L. 
Spring-Loaded Nozzle 


i 

i 

i 

i 

i 

i 

A system that was recently | 
referred to in the “Factory — | 
i 1 

Manager" as one of “the l 
f 

i 

i 

i 

i 

i 

f 

i 







out 


most flexible and modern 
Factory-work record 
systems available” is the 





Every fire-fighter knows the danger of putting 
a straight jet on to a blazing bomb. Yet haste 
and excitement can easily cause this to happen 
with the ordinary nozzle. With the WOOD- 
HOUSE S.L. NOZZLE such mistakes are 
IMPOSSIBLE, The normal position gives the 
spray. To obtain the jet the spring must be 
depressed with the thumb, and immediately 
the spring is released the spray is again in 
operation. 










INTERNATIONAL TICK 
SYSTEM OF PRODUC?) 










With the Woodhouse S.L. Nozzle, you are 
certain to get the spray unless you want the jet. 


It will maintain operation 
costs already fixed in ad- 
vance, and it will show the 
position of every job as it 
proceeds through the Works 


Full information gladly sent without cost 
or obligation, © Write or Telephone — 


INTERNATIONAL TIME RECORDING Co. - Lti 
112 Strand, W.C.2. ‘TEN ple Bar 584! 










Write for details of this and the WOODHOUSE 
INCENDIARY BOMB CONTROLLER, also of | 
FIRST-AID HAVERSACKS AND POUCHES. 










MR PRODUCTS LIMITED 








Registered Office and Works :— 


108 CRICKLEWOOD LANE, LONDON, N.W. 2. 













Head Offices: International Works, Beavor Lane, Wok 
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Orper Books 






RECEIPT Books 
RECEIPP Poors 


Invorce Books 
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Detivery Book 
JPosrcamp Boi 
JN APPROVAL Bo 















ENLARGED 
SECTION 












Method of 
Construction— 

= BLUE GLASS 
WHITE GLASS 
SILVER DEPOSIT 
COPPER DEPOSIT 
ALUMINIUM FINISH 










Wilkes Duplicate 


Duplicate, Triplicate, Quadruplicate, Quintupli- 
cate: sewn, stapled, limp covers or stiff bound, 
there is a book in our range to suit your 
every need, 















We make them in thousands for the big users, 
and in fives and tens for the smaller man—all 
with the same care and attention, from the 
machine that casts the type, to the wire ar 
thread which binds the book together, 


James Will 
Printers Serving To-days Commerce 


MOXLEY ROAD WOR 














This scientific reflector, incorporated in every MARLEY 
SEND FOR LIGHTING UNIT, turns artificial lighting into a restful 
A COPY OF pale white light eliminating eye-strain and promoting 
health and efficiency. It can affect an economy in 
"SEE current consumption up to 50^, and requires standard 
THINGS IN Beart lamps of low wattage only , . installation costs 
are small. An interesting fully descriptive and illustrated 
THEIR book awaits your application—it should be studied by 
TRUE every business executive. 


LIGHT” = — MARLEY LIGHT COMPANY LTD., 
LL. 3 Byron Road, Harrow, Middx 























































Work flows 
smoothly and 
is finished on 
time when 
operations are 
controlled by 


Old Posters, Showcards, 


ex 







in brilliant 


relief effect 


“TRAPINEX” Paint Process can achieve 
y amazing results in changing imperceptibly 
i brands, designe or prices on show cards, 
eters, containers and all advertising and display 
aterial made obsolete by Purchase Tax or 
stricted sales. 

‘out your obsolete material and send us 
mens for quotation and. treatment to show 
"brilliant results. os 
J BLITZED WINDOWS 
. tan counteract loss of display due to the 


titz by using UTHAPINEX" PAINT TRANS- 
ERS, With these, anyone can apply your. 


The 
at 

































oard as. easily as on glass. Uniike paper, 
TRAPINEX" PAINT will not wash off or get 
ed hut will provide you with lasting publicity, 
-at night will defeat the blackout—reflecting 
ry glimmer of light from dimmed street and 
jamps, torches, ete. ideal for export, being 
in weight. " 










‘Phone or send for details— 


[RAPINEX LTD. 
. 8 Commerce Works, 
Commerce Rd., London, N.22 





ertisement in brilliant PAINT direct on to any] 


BHOWES PARK 2659! 


] CATALOGUE COVERS | 
AS ENVELOPES 


One firm has solved the problem of 


retaining a serviceable cover to its 
monthly catalogue and price list—a much 
thumbed work of reference to the 


retailers concerned--by fitting it with a 
small flap and incorporating a space for 
an adhesive label in the cover design. 

A typed label, which seals the flap into 
place, converts the catalogue cover into 


“a stcuf envelope, This enables the firm 
to save the cost of many thousands of 
large envelopes or wrappers each month 
and also the wastage of much valuable 


paper, 


6) BLITZED WINDOWS AS 
ADVERTISING SITES 


Wel-made wood and glass window 
pieces, complete with stout wooden 


shutters to protect the glass section against 
blast, are being supplied free to retail 
chemists by a leading firm of manufac- 
turing chemists. 


The return for this cost is to be found |. 


in the solus advertising sites which 
remain the property of the firm hitting 
the windows. One or two spaces remain 


visible all the time, while. two others, 


one on each shutter, catch the eye when 


the displays are open. 2 TN 
This form of publicity is adaptable to 
practically any trade and can do much to 
replace the lost poster hoardings, now 
unusable because of paper restrictions. 


«P PORTABLE | 
e? FLUORESCENT LIGHTING 


From the industrial workshop point of 
view, the "Portalux" lighting unit for 5 
fi. Bo w. fluorescent discharge tubes is 
one of the most important recent develop- 
ments in the lighting field. By reason of 
its portability and adaptability to vertical 
or horizontal position, the "Portalux" 
enables artificial 
daylight. to be 
brought up to 


the work, It is 
the equivalent 
of turning a five 
foot tube into 
a hand inspec- 
tion lamp. 


In aircraft 
factories, for 
instance, it will 
enable the 
nearest 
approach to 
daylight con- 
ditions ever 
achieved arti- 
ficially to be 


introduced right 
into the fuselage 
or under the 
wings in the 
horizontal posi- 
tion or right up 
to any working 
face with the 
vertical or hori- 
zontal positions. 


> an | inestimable 
 -boon, in auto- 





-or placed under. 


It should prove 





Lighting | 
Advertising 
Factory ARP. , 


Readers are invited to make 
use of this valuable infor- 

mation. The name and 

address of the manufacturer of 

any product described may be 

had on application to the 
Editor, BUSINESS, White- 

friars House, Tallis Street, 

London, E.C.4. To simplify 

your request you may refer to 
the items by number only. 

è Manufacturers and distrib- 

utors are invited to send com- 

plete information about their 

new products for inclusion in 

this feature.. 





mobile factories, where the difficulties of 
applying adequate light in awkward 
positions is a constant problem. 

The unit has been designed on rugged 
lines to withstand hard usage. It consists 
of a trough reflector carried in a tubular 


steel frame, which is mounted on a heavy 


cast iron base, The reflector is made 


from. sheet steel. l 

The lighting unit is entirely self-con- 
tained and, on site, requires only the fixing 
of the three-core supply cable to the 
switch terminal . a. 


Ą ADVERTISING “SITS. 
VAC.” ON HOARDINGS 


A number of hoarding sites in London 
suburbs are being put to use for a new 
type of poster advertising, The District 
Messenger Co. started in May to use 
posters to advertise for new staff, A 
big catering firm quickly followed by 
booking a number of sites for similar 
“staff wanted" advertisements. 


= STANDARD BRICKS 

IN TWO SIZES ONLY 
Sizes in which the common brick 1s 
manufactured are to be reduced from 17 
to two, under an arrangement between 
manufacturers in England and Wales, in 
co-operation with the Ministry of Works. 
Users of bricks are requested to work 
to the two standards and to avoid demands | 
for sizes now obsolete, | 


G EMERGENCY FACTORY 
LIGHTING — : 


A battery lighting set, which auto- 
matically comes into operation if, for 
any reason, the mains supply fails, has 
been developed by, a leading electrical 
manufacturing firm (see page 19), This 
type of installation. will be particularly 
valuable to factories which continue to | 
work through Alerts. _ ae 
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ACTION, 
PLEASE" 


They want War Jobs 
HERE are ovér 6,000,000 women 
employed in the factories and offices 
of this country. There are 1,409,000 
women directly helping Britain's war 
effort in the A.T.S., W.V.S., A.R.P., etc. 
But 165,000 are still on the Ministry Jf 
Labour's registers as unemployed. _ 
These women are not just enthusiasts 
who want to help in the war effort. Most 
of them, of course, are anxious to play 
their part, but many of them have had 
industrial experience and are skilled 
factory workers. 
The. W.V.S, are successfully co- NTRODUCING Definac, 
operating with tactory managements (see our new Trade Mark, 
age 10). A substantial proportion of A 
eos idle thousands could realise their which now supersedes 
* desire to “Go to it” if more collaboration the well-known name 







Gi w^ toit; | | 
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of this type was introduced. Definitive adding new 
, 

e features to its proved Dp 
Executives Wanted 14 
6 HAT we want most are 4 

executives, There is a great T ^ 

shortage of them," said the Ministry of F 
Labour, when the 41’s and 42's registered = 
for national service, S 
Concentration of industry is releasing TE 
hundreds of men experienced in organis- ce 


ation and factory management. But many 
of them are 50 to 60 years old. They o 


eed to io uit until their classes are || advantages. Definac covers all kinds of records and accounts, | | 
called to register. 





















Meantime, square pegs will be forced || performs several entries in one operation, and provides | — 
into the round holes of national industry. multiple records for safe keeping a 
When, at last, the older men are called ; > i E. 
the square begs, still misfits, will be prised Whatever the problem, there is a solution with Definac. E 
loose with difficulty, if at all. ^ 

e DEFINAC ACCOUNTING DEFINAC VISIBLE M 
The adjustment of office routine to war- Speed of selection, instant re-filing, saving EN 

Canteens OF Short Commons ? time exigencies has thrown the advantages of space and secure signals are special D- 
ESP ITE Mr. Bevin's appeals, of Definac methods into sharp relief. points of Definac Visible. Entirely differ- | = 
ange INESE acters are not being set Wherever work is done on Cost Basis, ent, it can be used with any tray or binder E. 
"een the iid Nest factoplés tan have the flexible simple, time-saving Definac and adapted to existing records. The <i 


system will be of particular interest. ideal Machine Posting Equipment. 


SERWO EMBED. 42, CHESSINGTON AV., | 3 


DEFINITIVE ACCOUNTING LIMITED AND LONDON, N. 3. 
S. & R. (DEFINITIVE GT. BRITAIN) LIMITED. Phone: FIN. 5333. 


canteens. On page 30, one serving a works 
with only 250 employees is described. It 
runs at a profit, in spite of the low 
charges made for the meals served in it. 

Thousands of workers leave home at 
seven in the morning and do not get back 
until nine at night, Sundays included. But 
they have to rely on what can be spared 
from the family rations, 

Should not a Square Meal be included 
in the Square Deal programme? 


t 4 
3 
ATIONALISATION of industry C, 


5 
J. AVERY & COD., 8l, Great Portland Street. Wi. 





Wasted Labour 






must be hastened. 

Every possible building is being switched 
ud to a war-time job. Many small 
plants, rather than a few big ones is the i X dw 
aim, Dispersal helps transport, eases Sp eciality 


A 
weed em workers housing problems, A PATENT BLACK OUT un 
Arrangements for a vast new building 


programme are excellent. But there BLIND FOR FACTORIES E 


should be a better system of alternative 4 
premises for war work. In a firm making No Light er vd or Sides. 


dial sights, 150 men were employed. When 


the premises were blitzed, the men were E ^ 
simply told to look for other jobs, AVERY st. E 
We must seek to avoid waste— waste of 1834 m 


time, men and materials. 









I| DON'T TAKE 
THE RISK 


. of heavy loss through 
| Boiler Explosion, Lift 


or Crane Accidents or 


> 
^ 


— Breakdown of Engines 


|| The "GENERAL," with a staff 
|| of  highly-qualified ^ specialist 
| engineers, will for a small annual 
| fee provide Insurance, combined 


























witl 
reports required by the Boiler 
Explosions Acts and the Fac- 


tories Act 1937. 


Me For information apply to: 

- || ACCIDENT FIRE AND LIFE 
E. ASSURANCE CORPORATION 
ts LIMITED 

he Engineering Department ; 

e General Bdgs.,Aldwych, London, W.C.2 















- WAXCRAFT 


TYPEWRITER CARBONS 


The NEW process 
CARBON PAPER 











* Does not “tree” or crease, 
* Sharper impressions. 
* Costs no more, 
* Longer life. 
| FREE SAMPLES AND DETAILS FROM 
STANDARD OFFICE SUPPLIES CO,, 
NES 57 FARRINGDON ROAD, 
ie | LONDON, E.C.1. 
Pho CH Ancery 5561 (4 lines). 
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The Minister of Labour, Mr. Ernest Bevin, has appealed to ALL 
types of factory managements to equip canteens for their workers. 
For all works on Government orders, employing 250 workers or 
over, this is compulsory. Many small factories are hesitating on 
account of cost. This article proves that no factory is too small to 
have a canteen that can provide cheap, wholesome meals 


anteens 


O firm need consider itself too small 
to have its own self-contained stafi 
canteen, Works with only fifty employees 
can provide an efficient food service quite 
the equal of that of firms with ten or a 
hundred times that number of workers. 
The great bugbear, as it is seen by the 
management of the average small firm, is 
that the cost of installation and operation 
will be heavy and the return totally in- 
adequate. This is a needless and baseless 
fear, if advantage is taken of the advice 
of experts in industrial kitchen operation, 
Canteen management is as important and 
as specialised as any other type of man- 
agement or welfare work, and there are 
plenty of experienced workers in this 
field whose knowledge is available to firms 
who are beginners in this field. 


Inadequate Food Supplies Make 
Workers’ Meals a Problem 


A typical example of what can be 
achieved by a small firm exists in the 
heart of a factory area in North-West 
London. There, an engineering firm 
employs a total of some three hundred 
workers. Fully two-thirds of . this 
number are able, by means of bicycles or 
public conveyances, to go to their homes 
in the dinner hour. But the remaining 
hundred are less lucky. The factory is 
remote from their homes and, to add to 
their food difficulties, the area in which the 
factory is located is very poorly served by 
restaurants, cafes and eating houses. 

With the increasing difficulties in 
securing adequate foodstuffs to make 
sandwiches and the like, the position of 
these workers was brought to the attention 
of the management. The works manager 
was immediately instructed to prepare 
plans for an adequate canteen service. 


Small Unused Rooms 
Converted Into a Canteen 


Can Be 


A typical menu consists of : 
Entrees: 
Roast Beef or Mutton and two vegetables 
Od. per portion. 
Fish (when available) and chips — 9d. per portion 
Meat Patty or Pie and two vegetables 
61d. per portion. 


Sweets : 
Steam Pudding sid. per portion. 
Apple Pie 2id. per portion. 


Milk Custard Pudding 2id. per portion. 
Pastries 1d, each. Tea or Coffee 1d, per cup. 


It will readily be seen that if, as is the 
case, liberal portions are sold at these 
prices—the workers have little grounds to 
complain about on account of cost. "Y 

The canteen service is not confined to 
dinners. Breakfast is served to the night 
staff, fire-watchers and the Home Guard 
sentries, There are two breaks of 15 
minutes each in the working hours, at 10 
a.m. and 3 p.m. when tea and coffee is 
served, There is also a tea break at 5 p.m. 

In addition, the night shift can obtain 
meals during their shift, as required. 
When an employee is likely to work late 
and requires sandwiches or similar food, 
these can be obtained from the canteen 
on demand. 


More Than 150 Dinners Can Be 
Served In Five Minutes 


So popular has this canteen proved and 
so efficient is the service in spite of what 
might well be considered to be very 
cramped space, that some sixty employees 
from a small neighbouring factory come 
in every day for their mid-day meal, Thus, 
dinners for over 150, plus numerous other 
meals and many hundreds of cups of tea 
and coffee are served each day. To handle 
this trade the total staff consists of a 
manageress and three assistants, who 


normally work a 104 hour day. 

Speedy service is naturally essential and 
even at dinner time all the customers can 
be served within four or five minutes at 
the cafeteria counter. 


On the advice of a canteen expert, three 
rooms in an unused part of the factory 
were commandeered. One of these, 
measuring roughly 25ft. x 35ft., was con- 
sidered_to be big enough for the main 
dining hall, while a smaller room, about 
15ft. x 20ft., was arranged to serve as a 
dining room for the management and 
office staff, The third room, measuring 
only 12ft. x 15ft., was to be fitted out as 
the kitchen, — 

The actual operation of the canteen was 
placed in the hands of a firm of catering 
contractors. In the few months this 
canteen has been in operation, the 
caterers have been able, in spite of the 
low prices charged, to make a payment 















MADE IN ENGLAND 
KNOWN Tert THE 


If you have e"; difficulty 
in being supplied, write 







out of their profits sufficiently large] direct to the address From 6b 
enough to cover the works’ share of the] below for sample, stating § ders to 
f ’ 


which degree you prefer. 
VENUS PENCIL Co, Ltd., LONDON, E.5. 


bude J T> 


annual summer “bean-feast” and other 


welfare activities. 
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OW TO MAKE SURE THE 
^. ENVELOPE IS EMPTY 

| New that most business houses are 
| practising stationery economy by 






using envelopes two or three times, * "Mc auc 
> p . duster—which will 


former methods of slitting envelopes 
to ensure all the contents are removed 
must not be used. 

A large mail-order house has devised 
a system of inspecting salved enve- 
lopes which is even speedier than the 
old slitting method. <A section of a 


wooden counter was cut out and a. 


piece of ground glass substituted. A 
strong light was then placed under the 
ound glass and now all a girl has 
lo is to pass the envelopes quickly 
cross the glass and into the basket 
or re-use, 
e 


E NEW EMPLOYEES A 
—. GUIDE-CARD 








wasting the time of new and old 
employees by giving the new member 
. & card or sheet on which his duties 
are set forth, together with other 
information such as :— 
Office methods he will have to 
follow; 
Where equipment and data he will 
need can be found; —— 
Names and positions of key people 
he will have to refer to. 
- Other information can be included 
. According to the position of the new 
.employee and the nature of his work. 
| e 









| SORTING 
OW that tinted duplicate copy 
Paper is frequently unobtainable 
it any price, many firms are having 
difficulty in filing or dispatching copies 
of letters, memos etc. to their right 
. destinations, This difficulty can be 
. overcome by the use of carbon sheets 
of various colours, the colours of the 
carbons matching as closely as possible 
the tinted paper previously used for 
duplicates. A further advantage of this 
idea is that it permits old letter-heads 
and other waste stationery to be used 
for duplicate copies, an economy that 
many firms are now practising. 


& 
DIRTY OFFICES MEAN TIME 
| < LOST 
FFICE employees don't like dirty 
. ^ hands, and if the offices, desks, 
.books and papers are dusty, the users 
will spend a good deal of the firms’ 
washing their han 


tin € hands. 
















CE EFFICIENCY AND ECONOMY 


plates and 
taking on new staff avoid 


COLOURED CARBONS HELP 









charge and made responsible for the 
condition of the offices. 

In addition, it does not cost much to 
provide each member of the staff (or 
at least the feminine members) with a 
: be used and 
appreciated. 

Dirty windows are also a cause of 
waste time, or, rather, impaired 
efficiency. Employees work better if 
they can see well by daylight. The 
same applies to electric light fittings; 
see that they are clean and let through 
the maximum of light. 

e 


HOW TO ENSURE MAILING 
LIST ACCURACY 
MISSPELLED names and wrong 
addresses exact a terrific annual 
toll in returned mail, in new address 
stencils and 
stationery, envelopes and postage, to 
say nothing of lost orders and 
antagonised customers. 

One firm places such a premium on 
accuracy that it requires its entire sales 
staff to take a special course in hand- 
lettering, so that there can be no 
possibility of misreading the names and 
addresses of their orders and prospect 
lists. In addition, a copy of the address 
plate is sent to the salesman for 


verification as soon as an order is | 


received. 
& 


MERCHANTS GIVE “SAVE 
PAPER” TIPS 

REPARING for the worst, 
following the Paper Controller's 
recent warning that paper will be 
shorter than ever during the sixth 
licensing period which has just begun, 
a well-known firm of paper merchants, 
have written to their business con- 


nections explaining the position and 
giving hints for economy. 


They point out that the Controller 
has told merchants that it will be 
necessary for them to ration thei 
customers more severely. ! 

The following hints for saving paper 
are listed :— 

. Use the smallest sheet of paper for 
any purpose that will do the job. 

. Type on both sides of the sheet. 

. Do not keep copies except where 
absolutely necessary. 

. Consider whether all the number of 
copies taken in system forms are 
necessary. 

. Always type single spacing. 

6. In. all cases (letters, commercia! 

printing jobs 

margins, 


re" 


V og 
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in wasted | 


and pamphlets) curtail 


Encyclopaedia 























Act, 1941, and every other Ste 
and Order relating to war dar 
| compensation, fully annotated 4 
| dexed. 

The advantage of having the whole : 
portant matter under one cover 
single index will readily be und 
It is an even greater advantage th 
in loose-leaf form and can be kept pror 
up to date, ` 


Price 20/- net, postage 1/-, 


| Always up to date by the issu 
Supplemental Loose-Leaf Parts: price 
each, postage extra. 




































WAR LEGISLATI: 

The accumulation of 21 months of 
Acts of Parliament, Rules and Ord 
resulted in a huge and in tricate n 
material which it is impossible for 
ordinary man to cope with although 
affects him vitally in a hundred ways. 

to: 


where it is all collated, indexed and | 

up to date. 

Price: 1939 volume, 30 A 
1940 volume, 35/. | 


Price: 6d. net; postage 1 















































The following popular pa 
simple language the most valy 
problems of every-day occurri 
WAR DAMAGE AFTER T 
(95th th 

(20th thou 

HARDSHIP & MILITARY. 3! 























FIRE WATCHING 

















RIGHTS & POWERS OF THE 
GUARD 







TIME TO PAY 














hat Concern Yo 
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Addo Co. (Britain) Ltd., | 

Head Office: 54 Kent Road, Harrogate. N 
. Telephone: Har rogate 8819. : 
London Sales and Service: 19 Grange Park, 


Ealing, W.5. 
Telephone: Ealing 0771. 


Block & Anderson, Ltd., 

23. Bedford Square, London, W.C.1, 
Telephone: Museum. 0808, 

Bradford Dyers' Association, Ltd., 


Ship Canal House, King Street, Manchester, 3 
: Telephone: Deansgate 2424. | 








(near Fleet Street) 


Would suit provincial 
firm requiring London 
offices. 

E 





* Carbon Paper Supply Co, Ltda os 
E i TP" Groydon, Head Office: 416 Selsdon- Road, South 
Croydon l 
Telephone: Croydon 0646. 


C. W. Cave & Co., Ltd., 


9 Barnsbury Park, Liverpool 'Road, London, N.1. 
Telephone: North 1871. 


Ellams Duplicator Co., Ltd. - 7 
Alexandra House, Bushey Hall ‘Road, Bushey, . 


Herts. 
Telephone: Watford 4258. 


Halsby & Có, Ltd, =~ 
17 Farringdon Street, London, Ba 
imergency "Phone: Cunningham: 5832. 


The. Lion Typewriter Supplies Co., E 
71 Gresham Road, Staines, Middlesex, 
Telephone: Staines 348. ~ 


Low's Calculators, Ltd., 
52/6 Osnaburgh Street, London, N.W.f. 
Telephone: Euston 5139/6. 


MacGowan & Co., Ltd., 
51 Waterloo Road, Wolverhampto 
Telephone: Wolverhampton 0244/5. 


Milners’ Safe Co., Ltd., 
Head Office: 21 Hampstead Lane, Highgate: 
Village, London, N.6. si 
Telephone: Mountview 6655. : 
Seryice Depot: 148/150 Pentonville Road, London, 


at. 





















Self - contained whole 
floor, suites or individual 
offices. 
€ 
Rent includes rates and 
central heating. 

b 
Lighting and Telephone 

service can be supplied ; 


also Furniture and equip- 
ment in case of need. 


e 
Box 523, “BUSINESS,” 
Whitefriars House, Tallis St., E.C.4. 



























E "KEMCLO" STOOL 

illustrated. 13/- delivered; 

^ 2517/6 with Back Rest. 

lel 2—Extra large compartment and 
special seat 25/-, 

. METAL CONSTRUCTION 

KER COMPARTMENT UNDER 

|^ SEAT (hinged to form cover). 

CAN BE CONSTRUCTED & MADE | 

TO CUSTOMERS’ OWN HEIGHTS & | 

SUGGESTIONS, 


‘KEMCLO” Mftg. Co. 


5 Netherwood St., London, N.W.6. 
MAIda Vale 1331. 


















Telephone: Terminus 15842. 


Moore's Modern Methods, Ltd., 
19/21 Farringdon Street, London, E.C.4, 
Telephone: Central 5101. 


The Shannon, Ltd., 
Liverpool: 12 Williamson Street, Liverpool, 1. 
Manchester: 7 $$. James' Square, John Dalton 
Street, Manchester. ^ 
Telephone: | Blackfriars 5920. 


Underwood Elliott Fisher, Ltd., 

London: Ellwood. Works, ‘Hopton .St, London, 
S.E.;7, Telephone: Waterloo 7378. 

Bristol: 7/8 North Street, Stokes Croft, Bristol, 1 ; 

Portsmouth: 221 London. Road, Portsmouth. 

Southampton: 22  Shanklin. Road, ` Shirley, 
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CLASSIFIED ADVERTISEMENTS 
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RATE-—2/6 [3 tine (average 7 words to a line). 
Minimum 3 lines costing 7/6; each additional line 
er part of a line 2/6. Box No. counts as one line 
and is to be paid for; replies are forwarded free 
f charge; 219, discount tor 3 insertions, 39, for 
8, 109, for 12. Payment with order for single 





TIME RECORDERS 








stait Time Checking and dob Costing Time 
Recorders (all makes) for quick cash sale, exceptional 
condition.— Write “Betercol” Box 345, BUSINESS, 





insertion. Display paneis 25/- per single column Á aia 
‘neh. Discounts as above. Special rate for Whitefriars House, Tallis Street, E.C.4. i Soup: | . " | | 

“Appointments Wanted": 3 insertions for the Gilbert Wood  (Arithmetical Machines) 
: Ltd., ` 


price of 2. 
25 Dorchester Court, Herne Hill, London, S.E.21. 


Telephone: Brixton 7218. 


Don t Sell ! I— 


WANTED. 


raa rr tta Ha a nr Ht anre ere rear 






















. OFFICE sodio FOR SALE 
Office Furniture and Safes urgently wanted. Good 


prices paid. Send description Dare, 118 High 


A Large Selection of  Ex-Government and x , ORK: 
THER STEEL AND WOOD Orrick FURNITURE, IN- | Holborn, London, W.C.2. Tel. HOLborn 2564. 








eG. PUING CABINETS, Desks, CARD INDEX | YOUR 
L ETC, ALSO PLAN CABINETS, NEW AND | ine 
ND, AT Lowest PRICES.—WRITE FOR | . ADDING, 
i, THE MisCEHLANEOUS TRADING C 4 i ex 4e i| 
5 Hren HOLBORN, W.C.l. HOLBORN 4i 5 t h e i eas t C ALCUL ATING 
WC OR . 







FOR SALE | Fe, ne 


can do— 
E ONE PENNY EACH 
TO HELP THE © 


ACCOUNTING MACHINE - 


UNTIL YOU HAYE BEEN IN TOUCH m 













| Adrema Cabinets 3R size, 126 trays 
$0,000 3E plates, used once only. 2 Ha 
lestetners, also 1  R.K.L.  Hotaprint 
nt number. Telephone: EUSton 5135 










FUEL 


L Coke and Anthracite. Buy direct from the 
lHery at Summer prices. Trucks to any station 
n^ Britain, lorries to all London districts daily, | 
annual contracts arranged, Coal from 27/6 ton 
pit. BucknLE COLLIERY Co, 68 Hales, Cheltenhan. 













@ Start a ‘Penny-a-week’ scheme where you work, 
Send a postcard to the Lord Mayor of London, 
Mansion House, E.C.4, for full details. - 

Red Cross thanks this Journal for the free gift 

of this announcement, 








CALCULATORS LTD. 


Governing. Director ; E E. Low. 


52/6 OSNABU RGH STREET, 


LONDON, N. Wl. 
EUS 5135-6. 
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TAYLORS : 


Adding Machines, Duplicat 








SAVE TIME—HIRE 


ADDOGRAPH 
The Simplest Portable Adding, Listing 
Machine 


Delightful to use. 





8 col. to add from id. to £9,900 19s. 
9 col. to add from id. to £99,999 19s. 114d. 
Hand and electric models with or without 
subtraction and wide paper carriages. 
No Modern Office can afford to be without one. 


NO MORE ERRORS—JUST USE THE 
GUARANTEED ADDOMETER 


Rapid Automatie Addition and Subtraction. 
Rests flat on the books. For Decimal or 
Ordinary Figures and Feet and Inches, etc. 


FOR POCKET OR DESK. 
So Simple Anyone can use it. 


SP 





In Plush-lined, ducoid case. 
Size. 111 X21 X1 in, 95/- post free. 


ke ordering state for what I 

perpos required. Also a cheaper 

Adder for ordinary figures 

And Indian money, in case. 30/- 
post free, 





THE 


A big aid 
efficiency. 

Al trays lift 
off, are 





interchangeable, —— —— 


swing out of 
way, leave desk 
quite clear. 


ELIMINATE LOSS AND FRAUD BY 
USING A “SAFEGUARD” THE 


BEST CHEQUE PROTECTOR 


Used by leading Banks and firms. 
Do you realize that an altered 
cheque is your own liability? 


Price £12 12s. 


All makes of Cheque Writers at 


Real Mahogany 
half usual prices, Ask for list. 


Phone: Holborn 3793, or write 


TAYLORS TYPEWRITER MARKET 


MAKES OF 


and Furniture 


NEARLY NEW AND REBUILT 


Fanfold Invoicing Machines with 
or without Adding and Subtract- 













TAPPIT * Tr 


L ITER TRAY SET 
o_o 


Material of Trays. 
Light or Dark Oak 


Steel, Fshd, Art Green 





OR ALL 





ors, Cash Registers, Calculators, Time Recorders, 


and All Business Appliances BOUGHT AND SOLD, HIRED AND REPAIRED 


AN ADDER FOR STOCKTAKING 





HIGHEST PRICES PAID for all MAIL OPENED 
Makes of Modern ^ mm 
Office Machinery : Busy office, no Mae a etc. £2 2s. 


Adders, 
Calculators, 
Cashiers, 
Addressers, 
Duplicators, 
Typewriters, 
Steel Safes 


Bargains in 
VISIBLE INDEX 


SYSTEMS 
Ask for Sizes and Capacities 





ECIAL OFFER 


USE ORDINARY STAMPS & 
SAVE 80%, IN POSTING TIME 


And let your business-getting letters look 
like personal letters with actual postage 
stamps by using the TAPPIT stamp affixer. 
Cheaper and quicker than a post 
marker, all stamps fixed, checked 
and counted in one operation. 
British made and guaranteed. 


ng at reasonable prices. 


=< EX 


Detachable ROTARY CALCULATORS 


ALL MAKES 


P Wie & uei ii 





Number of Trays per Set. 
4 Trays 3 Trays 2 Trays 


Complete with post 
and fitting for wall 
or desk. 


Approximate internal 
dimensions of trays 
131 X94 x2] inches, 


For all 
divides, 
time taken to do 


caleulations. 
ndds and subtracts in 1/10th 


Multiplies, 
PRICES ON 
APPLICATION. 





so mentally. 


TEMPORARY TYPISTS SENT OUT. 


74 CHANCERY LANE (Holborn End), 
& at Maidenhead. London, W.C.2 


TYPEWRITERS | 
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Let this Great Advertising Aid and Guide Save - 
You Time and Expense on Every Job You Handle 


SE SOE Wc 08 KOPON QUATO COD SST UEYTFUNEOGESUANS 





Look where you will, pay what you will, and you will 
find nothing to equal in reliability, value or scope the 
astonishingly complete all-round service which the 
ADVERTISER’S ANNUAL gives you for less than 


one penny a day. And now with the vast number of 
changes in the advertising and allied industries which 
it records, this Blue Book of British Advertising is 
well-nigh indispensable. 


That is why the forthcoming anything you need on the 
1941 Edition will be a better instant. ether you want 
investment than ever, in these information about British and 
difficult times, a never-failing Overseas Newspapers, Peri- 
source of essential, constantly- odicals and Magazines, about 
needed information for all Advertising Agents or their 
who handle or are in any way Clients, National Advertisers, 
connected with any phase of Poster Contractors, Printers, 
Å advertising and marketing. Engravers, Commercial Art 
Here is monumental but Studios or any other adver- 
orderly array of 150,000 vital tising services and supplies as 
facts and figures so cleverly they are now operating, the 
and clearly arranged and ADVERTISING ANNUAL 
sectionalised that you can find will provide it. 


Repays You its Modest Cost Over and Over Again 


Consider some of the innumerable uses you can see the sources of any specialised Advertising 
make of this One-Volume Reference. For it supplies or services; list of prospective buyers of 
does far more than answer routine queries in advertising space or supplies; revise and extend 
every advertising department. With the existing mailing lists; get up-to-the-minute data 
ANNUAL alone you can plan a complete on Advertising Clubs; get the London Offices of 
Advertising Campaign down to the last detail; any of over 600 Foreign Newspapers. 
find which Advertising Agency handles a You will see that you have everything to gain by 
oon account; find space-rates, etc., of all securing this better-than-ever 1941 ADVER- 
ritish and Empire Publications; get the TISERS ANNUAL for your daily service, So 
Advertising Manager's name, products marketed reserve your copy by posting the form below 
and other details 3 thousands of important firms; now. 


—— Lm Rm tm RE m m m m m Omm m o 


POST THIS COUPON NOW 
c — 0 —áá( 


The Publisher, The Advertiser's Annual, 
Whitefriars House, Tallis Street, 
London, E.C.4. 


Please send me post free as soon as it is published, 
the 1941 ADVERTISER’S ANNUAL. Invoice me after 
dispatch at the special pre-publication price of 20s. 


1 


ORDER TO-DAY— 
SAVE 20% 


It is essential that you order now 
because paper rationing compels us 
to limit the number printed strictly 
to the orders in hand at the time of 
going to press. So make sure of 














Nae «ox coxkerc buche Rar OR e 9E» $3 646€ oue TE VAR L9 QURE A Eres» «oso securing your copy by filling in and 
posting the form a emm pow. By 
HA aE A «L6 oo ca rcensnohpauansacshatiovananenasessioles doing so you also secure the-benefit 


"t 


of the 20% reduction in price. P 


" 
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Printed for the Proprietors, BUSINESS PUBLICATIONS Ltd., by F. J. WILSON & SON LTD., The Carlton Press, Chesham, 
4 «hMahad hw tha Pronriatars at their Offcesast Whitefriars House, Tallis Street, E.C.4. ‘Phone: Central 9891. 
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BUSINESS | 


= Packed with Plans to Help You 
| Counter the 


FALL IN OUTPUT 


How to Overcome War-time Mail Delays 


Pre-training Women to Face 
up to Factory Life 


—— s 
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| P e—but black-out , Overtime ind Wintel . i >) 
These firms (and many E ickniess, absenci ind accidents ^1 
more) are on the User's List T f 411 Es 4 
output tO IULII Dtm] Qe rhe IN iif f " | ' 
Alfred Hugh k Sons Ltd . i 
a ‘ ^u recuperatior it tV nes ! Tul 
H.M. Navy (Several shi; und yl » 
shore depots wht you ' M re intct vt 
LOT, Ltd, workers with artificial inlight from | 
lohn Mackintosh & Sone Ltd. n 
McVitie & Price, Ltd Businesse Or even iri na ri 
Armstrong Siddeley M's. Lid. Mainsforth Colliery, brilliant results Their workers ki i 
Aspro Ltd. Manchester G Jhieries Ltd. i 11 | | 
against iliness aliter regular unbat! C&S Ir 8i n 


Bell's Asbestos & Eng, Co. Manvers Main Colliery. i-r í 
Ltd. Marconi Wireless, finish fm Sicknes (IF Ds C‘adhny 


Birmetal's Ltd. Mardon, Son & Hall. 09>; Koval Navy Units r cua u Lit M 
Blackburn Aircraft Ltd. Marks & Spencer Ltd, l : | (ox | B6. Directors: ! 
Montague Burton Ltd Metal Box Co. Ltd ay sunpasia Beep inem 
Cadbury Bros. Ltd, Monotype Corp, Bitd in illustrated ! tit 
Crompton Parkinson Ltd. Old Bleach Linen Co. Ltd. PSOE ti optem a n | l 
Daimler Co, Ltd. Ollerton Colliery 'etual pei Jihad. | ad 
Electrolux Ltd Oxo Ltd n brief busin: ike fo We- - | 
Ford Motor Co. Ltd Pressed Steel Co. Ltd. 
General Aircraft Lid R.A.F. Squad y 
Glasgow City Police Rowntree & Co. Ltd. i . 
Arthur Guinness, Son & Co. Royal Arsenal W'lwich Address your Enquiry t 
Ltd. A. Sanderson & Sons Ltd 


Hadfields Ltd. Standard Telephone & T, y 
Harland Eng. í Ltd Cables Ltd | 
H. J. Heinz Ltd ullis Russell & Co. Ltd 1 LE P a $e 


re erbert Ltd, lmilever ati 
debate Epa ote y & Mutor Co, Whit leu roar A MAROVIA C VICTORIA ST S.V w f (OU« ; 
Ltd j Wolseley Mot Ltd London Showrooms: 3 VICTORIA ST., S.W.l. i d fe 
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A a EEUU Omen 
It must be SPRAY !| 
it IS spray, if your 
Stirrup Pump has 


a WOODHOUSE S.L. 
Spring-Loaded Nozzle 





Every fire-fighter knows the danger of putting 
a straight jet on to a blazing bomb. Yet haste 


and excitement can easily cause this to happen 
with the ordinary nozzle. With the WOOD- ne 


HOUSE S.L. NOZZLE such mistakes are 
IMPOSSIBLE. The normal rig the | Continuous Form Billing in addition to regular typing 







spray. To obtain the jet the sprin ust be 


depressed with the thumb, and ediately Your typewriter actually does the work of two machines 
the spring is released the spray is again In when used with ''Fanfold" Continuous Form Adapter, 
operation. because the many time and money-saving methods of the 


Continuous Form Billing Machine are added to all the 
advantages of regular typing. 


"Fanfold" Continuous Forms typed over our Attachment 
Write for detaile of this and the WOODHOUSE effect savings in Billing time and costs, ranging from 17% 
INCENDIARY BOMB CONTROLLER, also of to 78%, without affecting the operation of the typewriter 


FIRST-AID HAVERSACKS AND POUCHES. for regular correspondence and other purposes. 


"Fanfold" Adapter places no strain whatever upon the 
typewriter carriage; because of the very simplicity of con- 


O O D E Ó U S F struction and operation there is nothing to get out of 
’ order, 


e ^ SEE PRODUCTS LIMITED TE 


With the Woodhouse S.L. Nozzle, you are 
certain to get the spray unless you want the jet. 








! Registered Office and Works :— 


108 CRICKLEWOOD LANE, LONDON, N.W. 2. 
Telephone: GLAdstone 7093. 










Y&^0€ mann 


NORTH CIRCULAR ROAD, LONDON, N.W.2 


Telephone : GLAdstone 5477 (3 linea) 


^or FOR A SAFE / 
SPACE SAVING: AAEE. 


Planned for stores, 


works or warehouse, Keep an ASRO ladder 








corte lend — handy by a loft or other 

selves to extension à . 

any time with a mini- | danger spot. It is the safest, 
mum of trouble. strongest, and the quickest 


in action of all ladders. It 
can neither smoulder nor 
blaze. Closing to 5 feet, i 
extends ig @ moment 9 
feet. Its steps are inter- 
locked and welded : bonding 
straps prevent sides spring- 





SKELETON ing, open under excessive 
TYPE weight; Special top hooks 
SHELVING on to loft entrance, high 


shelves, etc., making a prac- 
tical fire escape, The ASRO 
is well finished in Olive 
Green and is guaranteed for 
five years, Order now, you 
never know how soon one 
or more ASROS will prove 
invaluable. Price 28/6, 5 ft. 


SHELVING ; : 
s, extending to 10 ft. 
WITH DIVIDERS Q Hn ch 
12/9; 6 lt 


1 . 3 ins, extending 
4 eos to 11 ft., 36/6; 6 ft. 9 ins. 
| extending. 2 pi 40/-. 
*. Special SM Bar Type 
for Factories, Warthouses, 


| . — The merits of Evertaut Steel Shelving, 
Racking and Bins are outstanding. Strength, 
rigidity. cleanliness and uw qu 
and water. Standardised fi 
ease of assembly. Evertaut i eed 
K Racking and Bins are the modern, efficient 
E answer to industrial storage problems, 







you are engaged on War Work Tau 
enquiries will have our immediate attention. 


x “Why not write us today? Pad CLOSED TYPE 





Stores and Shops: 9 ft, 
“= || | ED 11/3; IO ft. 35/6; rr ft. Sold by Barkers, of Kensington, Timothy 
ear M T - qas FOR 30/3; 12 ft., 42/9. dices true tho makina cone, 2s. 9d. exira) 
STEEL SHELVING sa ASH & ROGERS, BENTLEY LANE, WALSALL. 


EECAGCKING &£ BINWS. mc 


EVERTAUT LTD. aan gi i anna t Ca id A S n ALL STEEL 








LADDERS 


jr Longleys | 
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SOME waste in wartime is unavoidable. Men, money and material must be spent like 
water lest there should be a shortage at some critical point. 


None the less, we MUST save all we can: waste that can be avoided is a crime. 


DON’T WASTE LABOUR. That is vital. Let the machine take the place of man power 
and so speed up production. = 


That holds for the office as for the factory. For instance, don’t waste the time and labour of 


a human secretary in taking dictation in shorthand. The work can be done better, faster 
and more cheaply if you dictate to: 


t" Dictaph 


Save time all round. Write,’ phone Y Jl avean 1 dx Y - "v will 
or call to-day for "Office ou wi seve an Dou ay our secretary will 
Methods. and Practice" a free save all the time—perhaps three hours a day—spent 


booklet that will give you valuable in taking and waiting for dictation. 
information. 


@ ALSO get particulars of the THE DICTAPHONE CO. LTD. 

DICTAPHONE TELECORD, It 

makes an automatic record of 

telephone talks and messages and Dept. H, Kingsway House, Kingsway, London, W.C.2 
saves congestion on the lines. Telephone: HOLborn 4161 (5 lines). 





(Thomas Dixon, Managing Director), 


ne 


` (Regd. Trade Mark) 


m ^. 


si, 
E: 
A 
be un 


Also at MANCHESTER: 8 Deansgate. Deansgate 1483/4. BIRMINGHAM: 321 Broad Street, Midland 2245/6. GLASGOW: 9 Bothwell Street. City 4051/2. 

BRISTOL: 11 Clifton Hill, Clifton. Bristol 23916. LIVERPOOL: 157 The Albany, Central 1343. LEEDS: 1 Albion Place, Leeds 3141/2. NEWCASTLE-ON- 

TYNE: Royal Buildings, Bigg Market. Newcastle 21271. DUBLIN: Raleigh Chambers, Lower Abbey Street. Dublin 72811/2. BELFAST: Bedford Bulidings. 
7 Bedford Street, Belfast 22764. i 
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- "PRIMUS BILLING BEATS 
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PRIMUS 


CONTINUOUS STATIONERY 


Wartime difficulties of depleted staffs often 
handling double the work, call for specially 
careful consideration of any method which 
will cut down the time spent on such unpro- 
ductive but essential jobs as invoicing, day- 
book recording, works orders and inter-house 
records. Nearly every business has to face 
up to this problem, and a large number of 
progressive organisations have solved it with 
the PRIMUS plan. May we send you 


further information? 


CARTER DAVIS LTD 
Queen Elizabeth Street, London, S.E. 1 
eum Telephone: HOP 0204-5-6 mmm 
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THE CLOCK! 
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9; HOURS WORK 
HOUR DAY 


Primus Continuous Stationery 
is the greatest office time saver 
since the invention of the type- 
writer. It enables EACH typist 
to do her work 30% quicker, 
with less effort because it en- 
tirely eliminates the continual 
time-wasting delays of extract- 
ing, inserting, aligning and in- 
terleaving separate stationery 
forms. 


and to speed up 
hand written records 


Yet another aid to efficiency in your 
organisation ! For HAND- 
WRITTEN RECORDS, the Primus 
Register used in conjunction with 
Continuous Stationery ensures the 
same speedy, smooth operation, 
while a copy automatically locked 
in the machine provides your 
auditor with a check on each trans- 
action. 


AUTOGRAPHIC 
REGISTER 
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Pre-training Women to meet Factory Conditions ... EN E 
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Secretary & Chief Accountant, J. A. Stirling, Ltd. 


Six Short Cuts to Office Efficiency and Economy 


A.R.P. for Office and Factory 
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nessun) e a 
AND MOTION STUDY 


and Formulas for Wage 
Incentives. 
By STEWART M. LOWRY, 


HAROLD B. MAYNARD, 
and G. J. STEGEMERTEN. 


432 pages. 9 X 6in. 
35/- net. 


Third Edition. 
151 illustrations. 

A standard manual for those who want 
to improve their skill in practical time 
and motion-study work. 
Advanced ideas of operation analysis, 
methods study, and production im- 
provement. 
Shows how to operate a quick, inex- 
pensive, effective motion and time- 
study system — everything from equip- 
ment to applications and worker 
relations. 
Fully covers the collection of data and 
calculations for constructing wage- 
incentive formulas, including complete 
typical examples. 


McGraw-Hill Publishing Co. Ltd. 
mm idwych House, London, W.C. 2s 
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THE “RAPID” 
LETTER OPENER 








> 
With Automatic Feed. 

: “= Speed up your typing! 
x T Wilkes makes a .speciality of 

. escam tn | multiple sheet sets with carhons 
V | cor pre inserted for speedy typing. 
| z 2 S They are most handy for those 
ia | a S sets of forms which have to be 
. inserted into the typewriter 
; several times for information to 

he added after the first typing, 

The constant stufling and 

taking out of loose carbons is 

b Y eliminated by the use of thin 

be a Type E/6. one-time carbons which are 
s. British Made. withdrawn when not needed 
A by a single pull, leaving the 
This machine certainly solves the problem of handling the completed forms in one hand 
d morning mail quickly and efficiently. It can justify its installation ee Quick 
iz within a very short time. Release” sets are most econ- 


omical in their saving 


Price: £14 12s. Od. including Purchase Tax Limited Quantity, 





; typists’ time. Write f 
eg and prices fo 
EN 

T our own sets of forms 


—. PS" INTERNATIONAL COIN (js, Cant afford Waste Gperatious Ye day! 


COUNTING MACHINE CO. LTD. JAMES WILKES ITD. 


COLLEGE ROAD, 


CHESHUNT, HERTS. Commercial & Industrial Printers 
Phone: WALTHAM CROSS 3241/2. 





BILSTON STAFES. 


THE VITAL FACTOR 
IN OFFICE £ FACTORY 


S SH A N N 0 G RA P H 
Putt vidvow FLAT-TOP SUSPENDED FILING 


THE FASTEST FILING 
SYSTEM IN THE WORLD 


Speed up—save staff and executive time 
—with ‘Shanno raph,’ the time-killing 
filing system, Jos t as quickly as you can 
open and close a filing drawer, “Shanno- 
graph" places in your fingers the folder 
you require. "'Shannograph'' revolutionises 
filing. Ends misfiling. Reduces the labour 





/ 4 y» à 
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of storage and location of papers to 
seconds. Unlimited ipplications and 
elassifications uk om control. Fixed and SSS 
moveable sign: nls Fits vour existing filing 
drawers. 

*Quality equipment of every kind in Folders slip out easily whether fully 
filing systems and supplies, visible record loaded or empty; no stuffing or pulling, 
systems and office furniture may be cramming or wedging; no riding up or 
inspected at our showrooms throughout slipping under, out or out of sight. 
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TRAINING SCHEMES MUST BE 
| DEVELOPED TO THE MAXIMUM EXTENT 


«Take in more new workers for training on the 
job in your own works. Remember that the 
Government will help you with semi-skilled men 
and women trained under official schemes." 


(This is Point No. 2 of the Ministry of Labour’s 

7t *4- POINT PLAN TO INCREASE WAR 

^ ES PRODUCTION" addressed to management.) 
_ 


THE OTHER 3 POINTS IN THE PLAN ARE:— 


POINT No, 1. Skilled men are needed for the really skilled jobs. 
Be sure that each of your men is employed up to the very limit of 








his skill. Combat skilled labour shortage by breaking down pro- 
cesses wherever you can, and by training up your woikpeople, both 
men and women, to jobs of greater skill. 


POINT No. 3. Prepare, now, to employ more and more women, 
Look constantly to women for your new recruits ; they are excellently 
suited to many types of semi-skilled work. Hundreds of thousands 
must enter war production this year and every factory must play 
its part. 


POINT No. 4. Efficient personnel management is essential. 
Remember that you must secure the whole-hearted co-operation of 
your workpeople. Look closely to their welfare. Many of them 
may be new to industry ; be patient and help them all you can 
during the first difficult weeks. A little foresight will reduce your 


labour turnover. 





ADVICE GLADLY GIVEN ON THE DEVELOPMENT 
OF A TRAINING SCHEME IN YOUR WORKS. 


If you feel you would like advice onthe development of 
training in your works, remember that the Labour Supply 
Inspectors of the Ministry of Labour and National Service 
are ready and anxious to assist you. You can reach them 
through the Manager of your Local Employment Exchange. 
You can obtain full particulars of the Government Train- 
ing Schemes from the Inspectors or from the Exchange. 





REMEMBER! if you have not yet received your copy of 
“THE EMPLOYMENT OF WOMEN .. . SUGGESTIONS 


TO EMPLOYERS ” instruct your secretary to write for one to-day, ' 
asking for pamphlet 87/1941 to the Manager of the nearest office of 
the Ministry of Labour and National Service. 
MO. ILISE FO. WwW oH 
* A ' 
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Maintenance of 


thusiasm at Top Pitch is the 


Key to Maximum Production 


By CECIL CHISHOLM 


ET us face up to the facts. Out- 

put has fallen seriously at the very 

moment when tanks, guns, planes 
are most urgently needed. 

.^ True, Lord Beaverbrook is on the 
job. As Minister of Supply, he will cut 
miles of red tape, expedite supplies, 
deal drastically with bottlenecks. - 

But don't let us leave it to Lord 
Beaverbrook. Every business in this 
country needs a Beaverbrook to-day. 

. Why not be the “Beaver” of your own 

concern? 

Management is as much to blame as 
the workers for what is happening. 
The urgent need is to realise the full 
scope of the problem, so that the causes 
of the trouble may be dealt with one 
by one. 

Now two of the chief causes of the 
trouble are too often brushed aside by 
directors. Both men and women are 
tired after twelve months of excep- 
tional strain and overtime. A week's 
holiday will do more than anything else 
to remedy this. ° | 

But there is a second, more far- 
reaching trouble. During the last war 
there were incentives galore. Dick 
¿Jones could re-furnish his house from 
floor to ceiling. He could buy himself 
a motor bike and his family a gramo- 
phone for the winter evenings. He 
could afford to buy the missus not 
ly more frocks, hats and shoes, but 
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Workers’ En- 


Posters like this help to 
bring home to workers the 
their individual. jobs. 


a fur coat if her fancy turned that 
way. He could give the family the 
time of their lives at Blackpool or 
Margate, The shop windows were 
lighted and the shops were open until 
seven or eight at night. It was worth 
while to go all out. 


But what can he get with his extra 
money to-day? Clothing is rationed, 
radios are scarce. Food is rationed, 
even cigarettes and beer are hard to 
come by; many beaches are wired off. 
Of every extra pound he earns, seven 
or cight shillings go in income tax. In 
fact, the great stimulant to hard work 
— enjoyable spending — has heen 
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Troubles Lying Behind _ 
THE FALL IN OUTPU 
— Analyse the Causes of Slackness. 

—Give the Worker more Facts. 
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ise gone out of working, These 
e the human facts that the Select 
mittee on National Expenditure 
so many of our civil servants com- 
ely overlook, 

here is another factor over which 
tends to be a conspiracy of 
ice. It strikes me every time | step 
the train into one of the industrial 
ns in the West Midlands or the West. 
hy of our great industrial towns and 
have had almost no experience 
serious air raids. There have been 
w stray bombs, perhaps one factory 
cand some workmen's homes 
olished—that is all. Some of the 
t works | visit are even in towns 
chave never been hit by a single 








s Must Be Their Own 
Propaganda Ministers 


hat is the result of this? The fact 
at neither the managements nor the 
: people in these places, with a few 
ptions, are urgently war-minded. 
should they be? They have seen 


g the urgency of the situation home 
‘them, So unimaginative is our race 
at for many good easy folk in 
anagement offices and at factorv 
nches, the war is something still iar 
vay. Business is good; wages are 
h: work is steady; why overdo it? 
n vou blame them? ~ 

"or this, of course, our incredibly 
ompetent home propaganda section 
e Ministry of Information must 
most responsibility: but a big 
ght rests with the employers. Many 
vers have made no serious effort 









to bring home to their 
in non-blitzed areas the 





o more of the special 





“out of spending, the gusto has 


urning homes, no dying people, to- 


posters which tell electri 
the gear they help to produc 












dangers. | 

In the scores of factories I have 
visited I have seen only three which 
have even run special posters explain- 
ing to the workers the importance of 
their job. The best of these are issued 
bv a concern making electrical equip- 
ment, They are so good that we are 
reproducing three. The managing 
director of the company tells me that 
they have been extremely successful. 

“Our stuff doesn't go up with a 
bang," he explained, “It does not look 
very lethal. The high-spirited and con- 
scientious worker says to himself 
*[sn't there something more vital I can 
be doing. Couldn't 1 be building Spit- 
fires ”’ | 

“The answer is that equipment of 
our type is essential to factories 
making aircraft, heavy guns and many 
other forms oí munitions. 

"We designed this series of posters 
to bring that fact home. They didn't 
cost very much to produce. In one or 
two cases we bought a photograph for 
reproduction on the poster and the 
local sign writer did the lettering. 

"As you will appreciate, nothing 1s 
more irritating than seeing the same 
poster on the factory wall eternally. 
So we try to change the posters once 


every two or three weeks." 


Executives Must Set An Example 


To Lower Ranks 


Here is an inexpensive idea that any 
and every factory on obviously urgent 
war work can adopt. Its application 
is much wider, its appeal more personal 
than that of the Government “War 
News” series of posters. 

A second method that successfully 
combats apathy is the insistence on no 
absenteeism among executives. Says 









orkers of the 


vital need for 





Invariably there would be the added 




























































Th Five Causes were 
adjudged in the June issue 
of BUSINESS, to be The 
Basis Of 


ABSENTEEISM. 


Remedies tested over periods of 
months, are listed after each. 
1. ILL HEALTH. 
Distribution of malt, oil, anti-cold 
and ‘flu prophylactics. 
Canteen hot meals at low cost. 
2. FATIGUE. l o 
Comfortable transport facilities. 
Maximum 54-hour week. 
Time off for shopping. 
3. VISIT OF HUSBAND OR 
FRIEND. | 
Time off for women. 
4. BIG MONEY ON SUNDAY 
WORK. 
Absentees cut out of all overtime. 
Absentees refused Sunday work 
5. LACK OF INTEREST. 
Ruling forbids worker to be absent 
from any part of normal shift. . 


Creation of feeling of security. 
Complete insurance schemes. 


the employment manager of the Ford 
Motor Co.:—‘‘We are convinced that 
the excellent spirit of our employees 
is due, not only to their good working 
conditions and the rates of pay, but 
to the fact that all employees from the 
directors downwards are always on the 
job. Directors, managers, heads of 
departments and all the higher officials 
spend their working time at the 
factory, much of it on the floor. There 
being no absenteeism in the higher 
ranks, the whole organisation is imbued 
with the same spirit." | 

| find this tendency very usual in 
the firms which are securing the best 
results. | 

Half a dozen expert managers 
emphasise the importance of having 
better records of absenteeism. At the 
present moment one is using an 
extremely simple device to analyse this 
situation. On absence from work, the 
worker's card is automatically removed 
from the rack. The man or woman 
concerned can only secure it by seeing 
the personnel manager who returns it 
after making a record of the reason 
for absence. 


Let Workers Know the Manage- 

ment Is Interested In Them _ 

Ford took the matter m hand many 
years before the war. Wherever there 
was chronic bad time-keeping investi- 
gations were made to find out the cause 
and to remedy it. | 

There have been very few cases 
indeed of serious absenteeism even 
during the worst days of the blitz. 
When transport was disorganised and 
it was difficult to got to work on time, 
many of the employees telephoned to 
say what their difficulties were. 
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cemark that “I shall report for work 
as soon as it is possible." 

Another motor concern keeps a list 
of all absentees normally, so that the 
employees are aware that the manage- 
ment is interested in their absences. 
The personnel manager believes that 
this tends to keep absentee figures low. 

[t is a fact that many work people 
appreciate a firm's interest in their 
absences. One of the prime causes of 
absenteeism is the worker's conviction 
that to the management he is only à 
number representing a certain amount 
of output and profit. 

[ncidentally, methods of helping the 
worker to keep fit are improving every 
day. One motor concern is offering 
sun-ray treatment to certain workers. 
Another electrical equipment concern 
was supplying halibut liver oil 
capsules during last winter to reduce 
illness. 


Long Hours May Mean Fall In 
Output 


What is the precise effect of over- 
time and of the long shift on health? 
Some interesting work is being done 
to co-relate this. The directors of one 
concern up in the North showed me 
some figures recently, which seemed to 
indicate that consistent over-time 
resulted in increased ill-health between 
two and three months later. 

The hours question is, of course, 
more complicated than it looks. The 
firms which have most trouble with 
long hours and overtime are those 
which worked the shortest week 
before the war. 

Where the working week was 40/43 
hours, a five-day week was generally 
worked. People got used to having 
Saturday off. Therefore, the intro- 
duction of even a 47-hour shift with 
work on Saturday was immediately 
regarded as overtime. Further, the 
temptation to stay away was the 
greater since the whole household had 
got accustomed to the man being at 
home on Saturday. But to the worker 
who was working 47/48 hours a weck, 
the increase to 54 hours a week was 
often felt much less of a hardship. 


Volume Of Absenteeism Varies 
With Industry 


A great number of people have asked 
me what is the average absenteeism 
to-day. In fact there is no average. 
In the aircraft factories absenteeism 
is running anything from 10 to 20 per 
cent. In the big civil concerns turned 
over to war work, already possessed 
of a loyal and trained body of workers, 
it is running round 7/8 per cent. In 
smaller concerns on war work it may 
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Haircutting in the firm's 
time is a popular solution 
discovered by one firm, A 
complete hairdresser's shop 
has been installed at the 
company’s expense, 


be as low as 5/6 per cent. In the 
majority of small concerns whether on 
war work or not, absenteeism is still 
virtually nothing. The personal touch 
entirely prevents absenteeism. 


Four Good Ways To Keep 


Workers Happy 


Mr. Lewis East writes me that in his 
own small concern absenteeism is pon- 
existent for the following four 
reasons :— 

(1) We have no square pegs in 
round holes. 

(2) Every worker is given some 
measure of responsibility, however 
small. This gives them confidence and 
a feeling that they are a vital part, 
not just a cog. 

(3) We have fought ‘short time’ 
equally with ‘overtime.’ However. bad 
trade has been temporarily we have 
made stock rather than run ‘short.’ 
The workers know this and it has given 
them confidence that management is 
studying them to insure a full pay 
envelope 52 weeks in the year. (We 
gave holidays with pay before larger 
firms ever thought of it). 

(4) Make a pal of the worker. li 
Dick's dog has distemper ask, "How's 
the pup?” If Maggie’s Ma only has 
the temper show a little interest. 
Women Are More Frequently 
Absent Than Men 

Most of my readers will envy the 
lucky and human Mr. East. 

In response to enquiries, the follow- 
ing facts may at least be helpful. They 
are taken from a close analysis on 
absenteeism made by a brilliantly 
directed concern employing around 
1,000 people in the West Midlands. 
Pre-war absences (all causes) 1.3 hours 

out of a 43 hour week— 3.02 per cent. 


Wartime absences (all causes) 4.1 hours 
out of a 54 hour week —7.45 per cent. 


CAUSES OF ABSENCE. 
MEN 
Certified illness 16.9 hours per 1,000 hours, 


Casual illness 52 , is " » 
Other reasons 6.3 ,, * bó D 
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WOMEN 


Certified illness 36.7 hours per 1,000 hours, | 


Casual illness 
Other reasons 


10.8 , t ,* t 
19.8 p 1 P. " 


The significant figures here are the 
doubling of absences among women as 
compared with men and the trebling 
of absences for "other reasons." 


Managements Can Render 
Personal Services 


Since writing last month, one or two 
concerns have told me of interesting 
methods of securing shopping time for 
women workers. The Ford Company 
have arranged for women employees 
to start work on Saturday at 6 a.m. 
and to finish at 2.30. 

Thos, Staniforth & Company of 
Sheffield allow both men and women 
to finish on Friday night at 4.30 instead 
of 5.20. Mr. G. 'T. Carter says that the 
early night once a week is enormously 
appreciated by his people. 

Finally, at least a dozen concerns up 
and down the country have stressed 
to me the importance of little extra 
personal services. Many of their 
experienced directors are convinced 
that it is the lack of personal touch 
that is at the root of much of the 
trouble. 


Another concern has taken the bull 
by the horns on one aspect of shopping 
troubles. They have converted a room 
into a completely equipped hairdressing 


saloon in charge of a first-rate West 


End hairdresser. Originally intended 
to save the time of the men, the service 
has been extended to the trimming of 
women’s hair as well. Prices are the 
same as those charged in suburban 
areas, and tips are permitted. 

bookings for appointments are left 
at a nearby entrance of the factory 
so that anybody can have their hairs 
attended to in ten or fifteen minutes 
instead of enduring a tiring hour's wait 
in the barber’s on Saturday afternoon. 


^ J 





























































-LTHOUGH not a new war 
| factory, we have the labour 
problem in an extreme form. in 
ct we are now taking on 150 new 
jrkers every week. The majority of 
se men and women have never been 
rubber factory in their lives before. 
ome. of them have never been in any 
ory before. So we have most of 
problems of the war factory. 
With this difference, that ours 1s an 
dustry which has been 
‘owing and is unused to quick expan- 
on or contraction of personnel. Of 
our. 7,000 employees, about 600 have 
been with us for 25 years. In addition, 
over 2,000 of our people have been 
working at Fort Dunlop for more than 
^ years, These employees, distin- 
uished by, wearing gold and silver 





h provides normally the. finest’ 
icking against slacking. and absent- 
ism-tradition. NEC 











[hat tradition has been carefully 
built up over a half a century. Our 
vorkers have had ‘their pensions 
scheme, their canteens, their allotments, 
their sports ground for decades. To- 
y, we have a great deal of music in 
the works and at least two ENSA 
ncerts every week. 

ut what do all these complete per- 
sonnel services mean to the newcomer? 
Very little, I am afraid. The girl 
coming to us say from a Lancashire 
‘cotton mill has not seen these services 
built up carefully and painfully over a 
life-time. She has hadeno hand in the 
rganising or the frank criticism of 
ny of them. They are just there, like 
he works chimneys, part of the land- 


'raditions 


Strangeness of Environment 
Makes Interest Difficult 


In a certain sense, therefore, they 
have not been earned, and what we 
don’t earn we don’t appreciate. 
Further, many of those workers who 
have left home for the first time feel 
themselves "out of. it^ and amongst 
strangers. Faces and speech are new 
them as well as processes. All of 
hich makes the creation of personal 
iterest in the job or works exception- 
ally difficult. : 

- Even in peace time, with no trans- 
port delays, food shortages or accom- 
hodation discomforts, it takes a couple 
of years to train a stranger into a 
conscientious and loyal member of the 
working force. Now we are trying to 
cdtin a few months. 

Further, in dealing with such large 





steadily | 


adges, have a steadiness and loyalty | makes this easier; 


_- Under these conditions, I find that 
-three main .methods of interesting the 
to a New 

EE a * close contact with 
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In dealing with 150 new 


workers 


Works Director, Fort Dunlop. E 


use the careful methods of training 
which are normal here. We are com- 


pelled to rely on foremen, charge 


hands and experienced workers to 
teach the newcomer the elements of his 
or her job as rapidly as possible. 
Fortunately, the fact that a good deal 
of our work is of a processing nature 
in which groups of workers co-operate 


worker quickly and effectively are 
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— the works. 


We attempt 






We atte to link payment with 
effort, not simply with output. 
We tell the workpeople as much 
as possible about the work they 
are doing. : 
There is a tendency in this country 
to regard the most important. of 


HERE IS A SECOND 
METHOD... — 

The preliminary formalities to 
employment should be infor- 
malities. 

Show every new employee 
the whole of the works, welfare 
sections, etc., before assigning 
him or her to a job. | 

Managements must realise that 
employees want work and re- 
ward, light, fresh air, fair play, a 
friendly atmosphere, encourage- 
ment, security and most of all, 
inspiration. 

During training period begin- 
ners should receive about 75% 
of what they can eventually earn 
at piece-work rates. 

These are the main features in the pro- 
gramme adopted many years ago by one 
of the largest manufacturing firms in the 
Midlands, and their worth is shown by the 
remarkably low rate of absenteeism in 
this group of factories. 


personnel decisions as simply a "labour 


matter.” To put a notice up on the 
bulletin. board about hours or con- 
ditions is not enough. The management 
must watch, test, control the results of 
each decision and must attempt to 
understand the average worker's re- 
action to it. That cannot be done in 
the manager's office. Output can only 
be pushed up from the factory floor. 


Executives on Night Shift Make 
for Good Relations 


For that reason each chief executive 
always spends a night a week in the 
factory. That is to say, he is about the 
shops until around midnight, and after 
a brief rest finishes the morning with 
the night shift. There is no other way 
of understanding either the technical 
or human problems arising from night 
work. o 

In this way one 1s able to get a more 
personal relation with the night staffs 
and the night foremen. British workers 
have à particular aversion to the white 
collar man who dodges his night work 
to-day, be he a mate, a foreman or 
works manager. Only second to 
personal knowledge of the position at 
night I should place methods of wage 
computation, There is a great deal of 
room for a more delicate adjustment 
between the wage packet and the work 
it pays for. In particular, the premium 
bonus systems, like piece work, have 
over-stressed the importance of the 
number of pieces finished, have under- 
stressed the amount of effort needed to 
finish them. 


Limited Output Often Results 
From Premium Bonus 


What is the result? A premium bonus 
scheme often actually limits output at 
a point favourable to the. worker. 
Under piece work the temptation is to 
take.a day off in very hot weather on 
one excuse or another, or when one is- 
feeling a little off colour, and try to 
make up the losses on other days. On 
the other hand, when the worker has 
had his day off, he probably gets more 
work done than he would under simple 
time rates. — . 

Personally, 1 am in favour of the 
present trend back to straight piece- 


rates and away from the premium ^. 
bonus system. However, a. number of 
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-the workers have become so accustomed 


to the premium bonus system since the 
last war that they do not take kindly to 
a straight piece work rate. 

Our experience here is that the 
standard Rowan system can be so 
adapted as to give most of the benefits 
of a straight piece rate. The difficulty 
with the Rowan system, as everybody 
knows, lies in the worker’s temptation 
to case off immediately he has reached 
a certain level of bonus. He believes 
that the extra effort required to get a 
higher bonus is not worth the extra 
money it brings. This is the fatal 
weakness of the Rowan scheme. 


A Solution To The Shortcomings 
Of The Rowan System 


The obvious answer 1s to increase the 
bonus aíter this point. This we have 
done here with excellent results. 
Indeed, we have removed the stopper 
on weekly output in this way. 

As some of my readers might be 
interested in the method, I give it in 
some detail. 

As usual under the Rowan bonus 
system, the estimated time per piece 
that should be taken by an average 
worker, is first determined by time 


e 
AND A THIRD 


Pre-war this Northern concern 
used the Rowan bonus system. 
Bonus was paid at a point 20% 
below the standard time. For 
new unskiled workers bonus 
now operates at approximately 
50%, below standard time. The 
rate of bonus has, of course, 
been adjusted accordingly : it 
now rises gradually until the full 
bonus is reached at a point 20%, 
below the standard time. 

& 
study. For realising this time, the 
worker earns an agreed percentage 
above the day-work hourly rate. 

The total time paid for at the 
operative's 9 OA WOFK rate is thus: 

Time take e saved 

+ Time Taken 
Time allowed 

Using the above formula, it will be 
found that the allowed time to yield 
40% over-day-work for realising the 
standard time study time, is 18 times 
the standard time. For example, a job 
estimated to take 60 minutes would be 
allowed 100 minutes. If the time taken 
on the job is 70 minutes, the total paid 
time at daywork rate is 
70 X 30 

100 

To encourage operatives to maintain 
a high effort and secure maximum 
machine efficiency, bonus earnings in 
excess of 40% over day-work rate are 
doubled by the company, each job 


*70—91 min. (equal to 30% over D.W.). 


- contract being separately assessed for 


P.B. earnings. 
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This chart shows how the super bonus, 
not provided for in the Rowan system, will 
lead to increased output T 


This addition is calculated in the 
following way: 

If the bonus earned exceeds 40% of 
the actual time taken on a job, the 
excess time of 40% is again credited to 
the operative. 

In the example above, if the time 
taken had been 50 minutes, e total 


paid time would be : 
2 wT min. (equal to 50% over D.W.). 


100 
Bonus time —25 minutes. 
40% of time taken —20 minutes. 
Bonus time excess over 4095 —5 minutes, 
Total - kw time —80 minutes (equal to 60%, over 


) 

The attached chart shows the relation 
between output—percentage of stand- 
ard and operative's earnings. 

This change in the Rowan system 
has given us good results and I shall 
be interested to hear oí any similar 
experiments in other factories. 


Is 47/48 Hours The Ideal 
Working Week? 


No wage system is exempt from the 
effect of long hours. Probably, the 
ideal working week is one of 47-48 
hours. To-day, half the concerns in the 
country must be working 54-60 hours 
per week. Whatever the wage payment 
system, long hours may double the 
number of errors made by clerks on 
every invoice., We have had this 
experience ourselves. 

Our feeling here is that the 60-hour 
week can be worked without any 
serious effect on health or output for 
about a year. After that, it is doubtful 
whether a shorter working week would 
not give better output. 

In the case of processes where the 
machine determines the rate of output 
(of which we have a number), long 
shifts are inevitable because of the 
shortage of labour. 

The 60-hour week is apt to increase 
the accident rate and to cause more 
faults and ill-health than it is worth. 
When it is possible y we attempt to 
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In the departments where Sunday 
work is done, we attempt to get variety 
by y giving the workers 64 days on a day 

ift (including a Sunday) and 5 days 
on the night shift making 113 days in 
the fortnight. 

So far 
difficulty of making efficient and loyal 
workers out of strangers. But there is 
another side of the picture here, 
old workers are magnificent. 

A long time ago we had quite a blitz — 


at one of our works in the country. 


Yet the canteen workers on the night 
shift insisted on working through it to 
get a hot meal ready for 
colleagues, 


always try to have a meal ready for 
the night shift at all our works. My 
admiration for these girls’ plucl: 
tenacity 1s unbounded. 

It is our job to attempt to diffuse 





have been dealing with the - 


One j : 


their 
s. Even though the imminent - 
danger signal has been given, the girls - 
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their spirit among the newcomers to - 
whom everything is so strange and - 


difficult. 


Tonic Talks Help To Keep Up 
Employees’ Enthusiasm 


There is one new method available 
for doing this. This is a loud speaker 
in the works. I think we have been 
very slow in this country in realising 


how much the workers appreciate an 


occasional straight talk from a direc- 
tor. We have found a short explanatory 
talk from an executive very successful 
in interesting the new people in their 
jobs. 

It makes a difference to 
them, for instance, to know 
tyre they are making is 
Spitfire. And is not 
enough ? 

The pity 
been so slow in developing a technique 
for giving the workers more t 


some of 


that natural 


merely music from the loud speaker. 


It will convey reason as well as 


rhythm. 
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What to do with a Semi- 


Occupied Sales Force 


HERE is one problem of war time 

business that is puzzling many 

firms to find a satisfactory solution. 
This is, what to do with a sales force 
which, at best, is only semi-occupied. 


Many of the food, luxury and 
clothing concerns are keeping big 
forces of salesmen going but are able 
to offer them little more than a few 


hours’ work a week. 

The average salesman is tempera- 
mentally keyed up to work at high 
pressure and long periods of enforced 
laziness may well cause him to go stale. 

One concern has found what they 
consider to be an ideal solution. They 


E. . . 
are constantly in need of more workers 


for their various factories, so they 
detail any salesman with time on his 
hands to the task of finding these needed 
workers. This scheme is working out 
very satisfactorily in practice, as might 
well be expected. The firm concerned 
argues that if its own salesmen can't 
sell the firm to prospective workpeople, 


— who can? 


SALESMEN INTO “CHASERS” 


Another solution is an adaptation of 
the scheme outlined in the June issue 
of Business. With supplies of raw 


“materials constantly being held up, with 


resultant delays in the factory requir- 


>» ing them, “chasers” can satisfactorily 
OA be employed to keep contact with all 
~ Supphers. 


Here again, a salesman is the ideal 


— man for the job. His natural persuasive 
— bend will prove of immense value in 


contacting suppliers and stirring them 
into increased activity. The average 
salesman is an intelligent type of 


working on his own. There is one case 


on record where the salesman-chaser, 
finding that his factory's original source 
of supply had been bombed, contacted 
and completed arrangements for the 


needed materials with another firm, 
before his own company was aware 
that the original supplier has been 
blitzed. 


Some firms are taking the oppor- 
tunity for the complete reorganisation 
of their sales and accounts depart- 
ments. Even in pre-war days it was 
recognised that there was a certain 
overlapping between the functions of 
the two sections. At the same time, 
the lack of personal contact between 
the customer and the finance depart- 
ment often resulted in slight friction 
which might easily have been avoided. 


SALES AND CASH COMBINE 

The war has presented them with 
the chance to put the responsibility for 
credits and collections on the sales 
department. A general shortage of 
office staff, coupled with the many extra 
duties imposed upon it.by the war, has 
often meant an even greater gap 
between the sales and accounts depart- 
ments than existed before. 

A reorganisation of this type really 
means that a financial department is 
created within the sales department. 
The sales department takes over all 
responsibility for credit records—a 
most important point these days, when 
so many small traders are, by reason 
of the falling-off of their trade forced 
into the bankruptcy courts or compelled 
to compound with their creditors. 


The co-ordination of selling and 
accounting makes for a substantial 


reduction in the credit risks. The sales- 
man in the field has his opposite 
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number in the office and the personal 
contact between the two makes for a 
much more efficient system than was 
ever possible before. It leads to reduced 
costs of credit checking and collections. 

The improved efficiency of the sales- 
cum-accounts department avoids the 
appalling friction, misunderstanding 
and endless trouble which happens in 
so many cases when the salesman has no 
further interest in his customer once 
he has taken the order, and the 
accounts department has no interest in 
the customer being kept sweet. 

With separate departments, the 
accounts section is likely to appear to 
salesmen and customers alike as being 
staffed with a lot of cold-blooded, 
figure-minded people whose most plea- 
sant epistles are little better than 
dunning letters. 


TIME FOR THINKING 


The show-rooms and offices of a 
leading time-recording manufacturing 
company contain neatly framed little 
pictures bearing one word: “THINK”. 
The sales manager explained to me that 
it had practically become the slogan of 
his department, ‘ 

All too often he had found his sales 
staff were acting without thinking. “It 
isn’t that they were deliberately negh- 


gent,” he explained, “but they were 
acting impulsively, and therefore 
wrongly. Now, with that one little 


word before them, they are encouraged 
to take à few minutes off to do a little 
constructive thinking.” It helps them 
and sales are rising accordingly. 


THAT AUGUST TRADITION 


Around every industry traditions 
spring up. You can't get orders on 
Saturday morning . no use to call 
before 10 in the morning . . . August 
is a dull month . . . better stop work 
two days before Christmas because 
nobody's going to buy then . . . and 
so on... and so on. 

One sales manager told his salesmen 
that he wanted them to keep on calling 
last August, irrespective of the day, 
the time or holidays, to test the validity 
of that tradition. They did, One made 
his normal non-holiday month number 
of calls in August Bank Holiday week 
and got :— 

One order on Monday (the Bank 
Holiday); 

Four orders on Tuesday (they're 
not back yet); 

Three orders each on Wednesday, 
Thursday and Friday, and 

One order on Saturday (the day 
they're not in). 

This was well above the record for 
the best weeks of the year. He called 
without competition. Other salesmen 
were all out observing the tradition. . 



















Ne he wide range of war- -time 
E KET A we may 
call “e engineering, " the difficult: problem 
still confronting factory management 1s 
that. of how best to train the new 
“women workers. 

. These women can be classified. into 


E three. main divisions : 


1. Women of the typical “tabtory 

type"; eg. those already 
experienced i in production industry 
and who, on entering war fac- 
tories, are merely exchanging one 
factory job for another. 


i Wonten.. ot ‘om business and rA 












vor en in division utter one 
‘great deal of difficulty is 
ced. ‘The typical factory type 
em are (for. the most part at any 
crate) experienced in some sort of pro- 
duction work, especially repetitive jobs, 
so that training is only the compar- 
¿o atively simple matter of teaching them 
- a limited number of fresh operations. 



















. War-time Workers Present 
Special Training Problems 


"Women in the other two classes, 
"however, poco a quite different 
‘problem. ©. 
oe Speaking. very broadly, and entirely 
"without personal reflection, it can be 
said that most of the women in both 
these divisions are of a higher intellec- 
tual and educational standard. It is 
this type that is well suited to the vast 
number of new jobs for which women 
are urgently required to take the place 
. of men in the noi n AL of this 
war. 


Ls 


. jobs that factory managements are 
` finding so much difficulty. 

| GQf the government training centres 
hat exist 1 have heard much criticism 
from the executives with whom I 
liscussed the matter. The main com- 











Pre-Training 
Factory Conditions 


E war 


well 


women the very elements of 


It is to train these women for ese 


seemed. to be that the official. 


This is as necessary as 
Technical. Tra ni 

















(1914-18) standard and are too 
narrow in scope to supply the much 
wider and more complex needs of war- 
time industry to-day." 

It would be beside the point to 
discuss here the detail of, these 
criticisms. The situation is, however, 
individual firras must themselves give 
the necessary ‘training to the recruits. 

Conditions and jobs vary, firm by 





firm, but, as was shown in the May issue 


of Business, the range of work open 
to women 1s very wide indeed. 


Must Be Prepared For 
Factory Life 
But over and above this there is the 


basic matter of introducing to these 
factory 


Women 


life. These elements include such 
things as the nature of, and reasons 
for, factory discipline, methods of 


wage and bonus payments, incentive 
systems, importance of safety measures, 
and so on. 

True, in the government training 
centres recruits do get some inkling of 
factory conditions, but, it is criticised, 
too often they get it 1n the wrong way. 
They meet it quite incidentally as a 
kind of shock, and its incidence is 
responsible for a great many potent- 
ially efficient women dropping out. 

Training of the women recruits ( both 
in factory life and in work technique) 
is, broadly speaking, carried out in 
individual firms by means of one of 
two methods: (1) by a specially 
organised training school or depart- 
ment; (2) by carrying out training "on 
the job" in the z actual factory. 

Among the dozen well-known manu- 
facturing concerns that I visited in 
connection with this enquiry opinion as 


to the efficacy of these two methods 


it Ww as 
intensive 


was divided. For the frst 
claimed that (a) the more 
training made possible by a school 
relieved the factory of the “drag” 
effect of a lot of learners, and that (b) 
the necessary instruction was imparted 
in a | Shorter time. | 
the 










"school" 





finding that they do not. like the E 





had four branch factories in one ta 
town had taken the smallest and e 
verted 1t into a traming centre. 


Advance Training Will Spe 
Special Aptitude Of Worke 


This ‘school also acted as at 
“Alter,” an executive told me: 
not only train recruits,” he 
here we can spot special apti 
deficiencies). and can more ac 
allocate trainees to work foi 
they show some natural capac 
very greatly assists AN st 
labour i in the factories later on 
is less likelihood of women subsec 






































once they hi started on the pros 
tion line." | 

In one part: cular firm s specialisin 
a most important item in the a 
programme the works manager sali 
his women recruits : "We can t 
them all right but we can't hold t 
for more. than a month on the j 
the fi ry. 

This firm. had 
staffed by really 
that T could not see 
for this: diffic ulty. But the 
organisa’ f the school wag i 
the probable cause of the trouble. 


The School Must Be Like 
Factory 








a small training 
good instruc 
. any obvio 












The school was beautifully fitted. uj 
it was more like an academy or 
college and the tramees en] ioyed f 
amenities and attractive cò 
usually accorded to students 
professions, The firm was very prou 
of its school, and the students qu 
obviously liked it, but, the contrast 
between this and the hurly-burly of tt 
factory to which they were in du 
course transferred came suct 
shock that, as the works manager sa 
than 

































ds 


he couldn't hold them more 
month on the job. | 
Now that subsequent feehng of 


(almost) revolt was not the fault of the 


trainees They had been, quite 
innocent! y, brought up under "false 
pretences.” In its anxiety to do its 


best the firm was creating an altogether 
wrong impression of what it exi 
its trained women to do, so that. 
they came to mix in w ith a real f 
crowd under conditions of vers 
pressure work and much more s 
conditions and discipline numb: 
them just couldn't, or wouldn't, tà 

As a compromise, many firi 
enlisting the aid of Government 
sored local training centres to 4 
special instruction. 

The authorities are very happ 
co-operate in including their ct 
ulum training in special TOM ha 
local firms require, even ac 
equipment and advice from firms 
experts so that they can 
j ly carry out the trai 
































VERY day, year in and year out, 
din every engineering works, difh- 
-  culty, dispute and trouble arise over 
the issue of tools and instruments. This 
is noticeably the case where the token 
used for the purpose ofa receipt 
he brass check, — : 
^Tt is the one sure and safe means 
the dishonest employee building up 
rivate tool kit, and acquiring a com- 
hensive equipment. It is also an 
centive to the scrupulous to side track 
ieir principles, should the desire exist 
y possess a certain tool or instrument. 
t would never be missed, and it can 
lways be pleaded: "The check was 
presented or wrongly placed on the 
rding rack." | 
of Thousands of Pounds 

Can Be Saved 


To solve this problem, and to stop 
he continual yearly loss which in big 
amounts to thousands of pounds 
lv, the system briefly outlined was 
volved. In the first factory it was 


d out in, this system brought to an 
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(2) The denial of receipt of a tool. 


-. (b) The return of a tool to the stores 
: different from that taken out. 


appropriation of checks. 
The misallotment of checks by the 
store-keeper. 







(d) 










vóoL RECORD. 


: n ows tb. 
- Jig AND FIXTURE 
l Toot No. 
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Plan Adv. 






Description 


Part No. 






Date jasned 
to Shop. 









(c) The gaining of tools. by the mis- - 


Bin No. 
Maker 


Shop Supt. 





^ Alo used fot eet a Date Ret. ie | 
: Fo ate | dr mig Dar ‘iesp. from Insp dit E. 


Losses o f Thou ds sf Penis Were dd: 
by this Simple Method of Checking Issue — 






of any record 







absence 





(rs in the damaging and 
- "breaking of tools, — e 
(f) The difficulty, which flows from this, 
of discovering in which sectio: 
chief offenders in the retur 





damaged and. broken tools are 


working. 
The difficulty of ascertaining, ti 


(g) 


by tracing the number of stoppages 


in any given operation due to tool 


trouble. | 

Inability to assess the cost of tool 
rehabilitation on any component of 
work in progress. 


Results have been achieved taking 
these three steps. (1) The planning of a 
system of cards, which check the life 
of every tool, jig or fixture, 
suppression of the brass check and the 
substitution of à triple docket control 
which is as infallible as human skill 
can render it. (3) Institution of section 
tool rehabilitation and replacement. 

Of the card series developed, the first 
is a master card, giving the life of 
every jig fixture and special production 
tool from the day of its receipt by the 


(hy) 


ud No. 49 8 4 


Date Received 


Unit used on 








Dare Sent 
far Repatt- 


ishing who are “the principe ^ 


the — 


care taken in the initial tool setting, - 


(2) The: 
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Issue 















Ji yp. superintendent was 


w peration number. A 
(j) Other parts to which the tool may 
be allocated, pe y n T 


The Master Card Contains Full 
History of Tool 








The card also gives the number of 
the bin in which the tool is kept. The 
serial number of the card itself (in the 
top right hand corner). shows the total 
number of tools constructed or put into 
use at the date of the record’s issue. 
The body of the master card gives the 
dates when the tool was issued to the 
shop, the date when it was: returned . 
to stores, and the date on which it was 
inspected. dm m UN 
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Editor : 


By JOHN BURKE, Barrister-at-Law 


Loose-Leaf War Legislation; 


i Encyclopedia of War Damage and Com pensation | 


Mr. Burke, one of the leading authorities on business law. prepares 


this digest to explain briefly every important A 
Regulation coming into operation during the current month. V 
hundreds. of readers have already been helped by this’ ‘feature. 


The notes which follow cover the period 


from June 15, 1941. They are arranged in 


alphabetical order and numbered, A 
cumulative index is to be found at the end 
of the feature. 
The references in these notes, e.g. S.R. & 


PW 1941 No. 688 are references to the 


statutory Rules and Orders of 1941) ub- 
lished by the Stationery Office. 


< 97. Aliens. 
c0 CTheé “curfew” hour for aliens 
: metropolis is 11 p.m. up to August 9, 1941; 
SBR. & O. 1941 No. 895. 
Employers of: persons of allied nationality 
registered. i e International Labour Force are 
equired to keep the prescribed particulars with 
Tegard to. such? perrons; S.R, & ©. 1941 Nos, 719 
H4. 


38. Coal. 


oo Retail coal prices are now regulated by S.R. & 
o0. 1941 No. 789. 


...898. Debtors and Conditions. 

. A considerable extension of the protec- 

tion given to persons unable owing to war 
circumstances to meet their obligations is 
5. made by the Liabilities (War-Time 
.; Adjustments) Act, 1941. 
^. Part IL of the Act extends the Courts 
© (Emergency Powers) Acts., 1939 and 1940 
“(which makes the leave of a court 
. mecessary in order to enforce payment of 

.a debt) to contracts made since the war. 
c. Part I of the Act provides for two 
kinds. of protection. The first is a 
scheme. of arrangement effected through 
t good offices of an officer 





outside the 
sec 





















“ment officers 

through if all or the majority in numbers 
and value of the creditors are willing to 
nsent to it. 






ies adjustment officer it will be 
n all the creditors, but a 









abili 


: sche axe to the Cc ounty Court 
to have th ork acd or set aside 
i The Act appli 

to. limited . antes. 
«40. Export of Goods, 
See S.R. & OF 1941 Nos, 742, 751, 
7 4 Finarice Regulations. 


Securities specified in a Restriction 











861, 883. 


Order may not be dealt with in any way 


which affects the rights or powers of: the 

owner in relation thereto. The owner 
cannot, e.g. make a declaration of trust or 
give an option to purchase. Where an 
Acquisition Order has been made the 
owner may be required to sell the 
security as directed by the Treasury. It is 


now the specific duty of a company sec- 
register in. 


. retary or registrar not to 
“respect of any security an address outside 
. the sterling area except by way of sub- 
= stitution for another such address in the 
'sa ne.currency area or for the purpose of 











posce es ot: persons. 


of the 
ünty Court called the liabilities adjust- 
This can only be carried 


If such a majority canbe 
ained and the scheme is approved by. 


(2) as regards the use of coupons, 


which permission, has been. ¢ 0 









t; Order 


If 
you have any problems arising from war-time legislation, not dealt 
with yet, write to the Editor for information and guidance j 






Beed by the T reasury; The restrictions 
on payments to persons outside the sterling 
area are tightened up. still further. The 
) are OW red oe 













738. ooo 
42. Food. 





Bacon: prices; S.R, & QO. 1941 No. 86 
Cocoa: control; SR & O., 1941 No. 

Eggs: control and prices; (S.R. & O: 
SSR, 889, 927, : 

Livestock : control ; S&R. & O. 1941 No. 705; sales 
No. 806, 

Peas, Beans and Lentils: prices; &R. & 0. 
1941 No. 890, 


Potatoes: crop control; S.B. & O. 1941 No. 893; 


lifting; No. 922, 


Rationing: edible offals; SR. & O. 1941 No, 786; 
butter, margarine and eheese; No. 998. - E 

A and Treacie: prices; &.R. & O. 1941 No. 
i "Fea: prices; S.R, & 0. 1941 No. 559. 

Tomatoes: home grown, prices; S.R., & O. 1941 

Vegetables: canned; S.R. & O. 1941 No. S866, 
43. Gas Suppl 


Gas undertakings are ‘forbidden to publish their 
accounts; S.R. & O. 19041 Nos. 879, 881 and are 
relieved of the obligation of including & copy of 
the balance sheet in the paua return; No. 880. 


44. Industry. 


See the Essential Work. “(Building and Civil 
Engineering) Order, 1941 (&R. & OF 1941 No. 
822), Cotton industry; see SR. & O. 1941 No. 845, 


45. Limitation of Supplies. 
See S.R. & O, 1041 Nos. 820, 836, 837 (miscellan- 
eous); Nos, 820, 821 (woven textiles), 


46. National Service. 


Maiming or injuring a pérson or administering 
drugs to him in order tovavoid national service 
(military or civil) is an offence punishable with 
penal servitude; S.R, & O; 1941 No. 752. 

The A.F.S. is declared. to be a civil defence 
force for service in which a person may be ealed 
up; SR, & O. 1941 No . 775, 

As to the discharge Or transfer of persons 
called up for service in the Police War Reserve 
or A.F.S&. see SR. & 0. 1941 No. 776, 


41. Petrol Rationing. 


The Motor Fuel Rationing Order, 1941 (see para, 
30, June, 1941) has been slightly amended (13 
as regards the percentage allowance to dealers, 
(3) as regards 
the: production of coupons on demand; SR. & O. 
1941 Wo. 805. 

For special restrictions on supply SR. & 
O. IMI No. 834, - 


See 


-48. Railway. 


Requisitioning of new. privately owned wagons; 
&R. & O, 1941, No. RH. 


.49. Raw Materials, Manufactures 


and Commodities. 


Chlorates: control; S.E. & O, 1941 No. 827. 
Fertilisers : eontrol; S.R. & OO. 1041 Nos, 967-— 


& O. aod No, 9094. 
Machinery and plant: rol; SR & O0. 
Nos, 777, 778. 


MONIS an and „industrial cohot: control; 


Fish: prices; RR 
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Amendments have been madè in the 
Shipping Aet, 1894, as io the 2 

discharge of the mee of merchant : 
& OL 1941 Xo, § i0 navigation 


to the Inspector 


War Zone Courts, SL — 






Paper: supply; SR. 


& 0, 1941 No. TBO; P 
ation as regurds programmes; No, T96. 





80. Shippin 




















lights, see No. 889. 


51. Trading with the Ene 

Persons who are liable to pi 
the Custodian-of Enemy P 
inform the aed of the ' 
i4 days of the date when th 
becomes payable and give the ci 
such information as he may requir 
e IG4t No. 765. 

The custodian is not to charge precerit 
age fees on money paid to him in respec 
or persons resident or carrying 
business in the Channel Islands: 
e. 041 No, Bob, 


new or Has. been made 
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renewal of X | 
renewal of. regis aon of 2n 
trade marks in enemy territory 
provision is made . to enabl 








52. War Damage. 

The free grants scheme in respect o 
the private chattels of householders h 
now been made the subject of an ord 
War damage to private chattels occt 
before April 30, 1041, and p bd 8 
chattels occurring before April 17 mi 
compensated as if the chattels ‘had. 
insured, a suitable deduction being 
m respect of premiums. No payi 
be made in respect of goods which 
have been insured under the War f 
Insurance Scheme, Payments ter 
residents are ig c c en 
ee fo Goods 





Ie 


tion payal le in a at “land Rire fixes 
plant and machinery under Part I x 
War Damage Act, 1941, are LT 

Inspector of Taxes. Appli eu | 
adjustment or for the deferment of pa 
ment.of an instalment on the ground 
unfitness by war damage are to be m: 
within 30 days ý 
receipt of the demand note: sec 
Damage Contribution Regul: 
(SR. & O, ro41 No. 845). 
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HE new Factory Lighting Regu- 

lations were described in detail in 

the June issue of BusiwEss. They 
require that effective provision shall be 
made for securing and maintaining 
sufficient and suitable lighting, whether 
natural or artificial in every part of a 
factory in which people are working 
or passing. 

The law has set many factory 
managements wondering whether their 
lighting installations are up to the 
necessary standard. A lightmeter will 
show them simply and effectively. 


A Two-Minute Light Test Will 
Settle All Arguments 


A lightmeter is generally used to 
check up on a new or reconditioned 
installation, but its usefulness should 
not end there. The equipment may be 
losing efficiency through dust, dirt and 
the ageing of poor quality lamps. This 
gradual deterioration may pass un- 
noticed unless a lightmeter is used at 
regular intervals. 

When a new machine is installed 
measure the illumination at the working 
point, don't guess it. You have pro- 
bably spent a lot of money on it and 
naturally expect a return in increased 
output. A two-minute light test is a 
simple and sensible precaution. 

Complaints of “not enough light" can 
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Candle-Power .. . 
Its What the Bulb 


is Giving You! 


Lightmeters will tell you if your 


Lighting is up to Government Standards 


stand or fall by the evidence of a 
lightmeter. One of the most common 
reasons for slow or faulty workman- 
ship can thus be remedied. The 
evidence of lightmeters has already 
been used in legal proceedings. This 
fact alone demonstrates the reliability 
of their readings. 

New jobs, new operations are con- 
stantly cropping up and each has its 


This lightmeter can play as important a 

part as a thermometer in the maintenance 

of good working conditions in your factory 
or office 


individual lighting requirements. Work 
may have to be done on vertical sur- 
faces. Is the light sufficient? How does 
it compare with the Government 
recommendations? That point is easily 
settled by the lightmeter. Is there any 
relation between the hourly output and 
the illumination levels? Again a light- 
méter is essential in determining the 
ideal, or at least the most practical 
illumination. 

Don't wait until the factory is in 
senfi-darkness before lighting up. Let 
the electrician be guided by the direct 
indication of the lightmeter. If the 
natural lighting in your workshops 1s 


patchy, lights should be switched on 
in the dark corners. Again the 


decision of the lightmeter is the only 
reliable one. 


Modern 
Works 


i 

Modern lightmeters are entirely self- 
contained and need no batteries or 
auxiliaries, They consist essentially of 
two parts: a light-sensitive cell which 
generates current when light falls on 
it, and a micro-ammeter, worked by 
this current, which moves a pointer 
over a scale calibrated in foot-candles. 
This instrument thus gives a direct 
reading of illumination at the point 
where the cell is placed, and in the 
plane in which the cell lies. This latter 
is important—it is useless to try to read 
the illumination on, say a desk, by 
placing the lightmeter there with its 
sensitive cell facing the wall. In this 


How a Lightmeter 


instance, the cell must obviously be 
placed horizontal and facing upwards, 
as the desk top does. 

In most cases, when taking readings, 
ensure that your own shadow does not 
fall on the cell, otherwise a false low 
reading will be obtained. On the other 
hand, in the case of a machine, for 
instance, if the measured illumination 
at the working point falls from 20 
down to 5 foot-candles when the 
operator stands in his normal position 


this is conclusive proof that the 
lighting layout needs attention. 
Value In Foot-Candles Is The 


Way To Judge Lighting 


Normally, we are not particularly 
interested in what is happening in the 
lamp fitting above—what we really are 
interested in is the resultant illumin- 
ation which falls on our books, work- 
benches, desks and counters, thus 
enabling us to see. Neither the wattage 
nor the candle-power of the lamp helps 
us to see. The only thing which con- 
cerns us is the effect by these quantities, 


ie. the illumination value in foot- 
candles. 

The value of illumination we employ 
must, of course, be reasonably 


economical, but the difficulty of seeing 
small objects, or dark objects against 
a slightly lighter background, is so 
great that much more illumination is 
justified than for larger or lighter 
coloured objects. Therefore, the 
Government illumination recommend- 
ations for the occupation, vary con- 
siderably with the severity of the visual 
task. 


Dirty Fittings Will Mean Heavy 
Loss Of Light 


Lack of attention to the maintenance 
of lighting fittings and lamps is the 
main cause of poor light in many 
factories, even where the actual lighting 
equipment is adequate. The effects of 
dust and dirt collection on fittings is 
illustrated in the graph below. 

The most effective means of main- 


(Please turn to page 31) 





| Production Through Rhythm 
HORTLY after France's fall last 
year, when a big production drive 
., was urgently needed, the B.B.C. contri- 
7. buted to the Labour Minister's drive with 
.; & new feature entitled "Music while you 


work" — ! 
.. In a scientific survey, the Medical | 
Research Council found that music 


.» increased production on a scale ranging 
^. from 7 to 11.3 per cent, One man's 
output soared by 23.1 per cent. 
. Gradually factories throughout the 
Country installed loudspeakers to carry 
» music to every bench. But, then, the 
: B.B.C. fell down. They forgot that night- 
shifts existed. 
* o. The strain of night-work, especially on 
. long shifts of perhaps 12 hours, has 
— never been disputed, It is rumoured. that 
the Mandarins of Portland Place are at 
last awakening to the fact that factories 
are working at nights and that they are 
` contemplating broadcasts for them. 
Tf someone can be found to bear the 
-vstran of changing records, it is possible 
E -that the night-workers, too, may help to 
“oawin victory through harmony some time in 
BOS the distant future. 


vm That Other Rhythm 
WATR. BEVIN, speaking to representa- 










oO Y. tives of employers and trade unionists 
` recently, made good tse of the word 
“rhythm” as the chief ingredient in a pre- 
scription for continuity of purpose, 
Nowhere, however, in production is 
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rhythm more important than in continuity 
of orders to firms who have specially 
laid themselves out for certain supplies. 
Many firms, following the exhortations of 
the Ministry. of Supply to increase their 
mantfacty y have extended 
buildings . considerable 
financial tisk 

Then, lack of r ythm in supplies has 
caused. “delay: in deliveries and the firms 
have been: refused. farther orders on the 
grounds they are "not efficient.” 

The result is not only that the rhythm 
of manufacture is destroyed but the care- 
fully trained labour has to be dispersed. 
Or they have to be employed in work of 
no importance in order to be retained for 







at 


expected orders (incidentally spreading the 


"disgruntlement" thr ough the works). 
It may be taken as an axiom that no 
job is. ever done thoroughly unless it is 
particular duty to do it. And 
there see o be no one whose job it 
is to co-ordinate: supply. 






Production Needs 
TR. BEVIN, has also provided the 
critics with an authoritative text. 
He said, a week ago, that our airfields 
and factories are behind; people regis- 
tered for war work cannot be used because 
the factories are not built for them to 


work in. 
These facts have been known for 
months, yet it seems to be nobody's 


business fo remedy them, least of all Mr. 
Bevin’s. The statement has been noted and 


FREE ADVICE WE WILL GLADLY 


SEND A LIGHTING ENGINEER TO ADVISE 
YOU ON A LIGHTING LAYOUT USING 


EITHER SIEMENS 


_ TUNGSTEN FILAMENT LAMPS 
"SIERAY ELECTRIC — DISCHARCE LAMPS 
/— "SIERAY- DUAL" LAMPS 

WE OFFER THIS SERVICE WITHOUT-ANY OBLIGATION. 



















































will undoubtedly be thrust at Gove 
spokesmen when next they try io: 


factory management for unsatist 

war output. 

Economy ? 

SQ AVE Paper" is the message of à 
circular, printed on fine pape 


distributed by a London borough counc 
One resident has, so far, received. “five 
copies of it. Evidently the council do 
in UN what if is Ru its ratepave 
to do, 


The Next Honours List ? | 
(^ ADE ZAGOULOFF, one of 2 

A cow's munition workers, has r 
honourabi le mention an the Pass 


Mar 


y e E 


fv e gx 


ES votion, skill ¢ and endurance e. 
two lathes single-handed for 
secutive days fo turn out urgenti 
cylin Mers—a 300. whieh normally Ax 
— There is an idea teh might be cx 
sidered worthy of adoption here. A 
doubt there are British workers whose 
zeal has moved them to perform pro- 
digious feats m the country's cause. These | 
should rank for honourable mention with os 
other feats of arms. 
Russia has struck the right note er we 
should hke to see individuals. and groups 


-Other than civil servants--named- im 
special Honours L ists, We should know 
then whom to praise--and whom  f6 


emulate, 
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"^ HE frequently changing conditions 
. imposed by the w ar had made it 
almost impossible for us to keep 
costs analy sis as up to date as our 


us public works contracts 
nanded. 
Control of the wide range of plant, 
tors, lorries, ete. necessary in 


arrying out civil engineering work 
nade the accountancy “work too com- 
ol cated to be satisfactorily handled by 
linary machine-accountancy methods. 
e. many virtues of mechanical 
counting could not be adapted to our 


decided, therefore, to introduce a 

-whi vaye us the necessary 
a and duplication of 
provided by | mechanical 
z while the, same time it 


n fancy. 

“The system was introduced two 
jonths ago and already it is possible 
or us fo assert that our costs analysis 
s as up to date as our journal and 
edger. posting. Cost accounts and 
nancial accounts are linked up to form 
e organic whole. Incidentally, the 
ournal and both the personal ledger 
nd the cost account are posted in one 
peration. 


This Manual—Mechanical 
System Works 








ow 


~The basis of the whole system is the 
cording tablet. This consists of a 
metal plate, fitted on the left- 
d margin with two clamping bars. 
| . principal - | divisions of 


*. nei 
€um T aedis irs d: E aen r 5 


PURCHASE. 


OTE Te ala a Rags he ge d ca bagia m 


| 0.97 jus | us 2239] 100 p6. bree. 
| P gi |zeo8 $27 43172 ^t Cerem 
Í p.e: RES eus 20217 Te 


OUT. | 













JOURNAL FOR MONTH. 





three forms are all dealt with in one operation by this vahabi sysiem, The allocation stamp, which is used to key all invoices, 


is shown in the lower right and corner. 


-All the advan 


By L. 


Secretary and Chief 4 
Contractors) and Le 





diture, contracts expenditure, upkeep 
of plant and vehicles, and, of course, 
revenue. To cover these specially 
designed stationery was, introduced, 


loose-leaf, carefully cut and printed, so 
that when placed in position on the 
recording tablet all spacings align 
exactly. I 

Following the usual 
accounting method, the. 
carried out from the ori 
such as an invoice, direct: 
sheet, omitting the separate Journal 
entry. Since three or feur different 
sheets can be dealt with ot the record- 
ing tablet at once, a master or control 
sheet is prepared simulta: ously with 
the ledger posting. | 


Journal and Ledger i 
One Operatia n 


The routine is as follow: 
is first marked with the 
stamp, which bears both the account 
number of the customer or supplier and 
that of the section of the- sts account 
to which it relates. The ring clerk 
takes es recording table 












m. 


mechanical 
posting 1s 
nal record, 
» the ledger 
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ges of I ndivid ual Accountancy | 
can be comb ned with Mechanical Systems m 


J . OWLER, A.C.LS. 


! écountant; J. A. Stirling Ltd. ( Public Works 
Valley Demolition & Excaratoi Co. Ltd. 


osting In 


an in voic E 


"allocation" down. with the 


the first case, 


nd mserts 
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from the cabinet, placing. that to be 
credited under the top clamp in sucha 
position that the next vacant line on- = 
the sheet is immediately super- imposed | za 
upon. the next vacant line on the 
journal sheet. The journal sheet con- 
tains an extra column, which projects 
beyond | the ledger sheet when in 
position. This is "used to indicate, for 


the purpose of positioning the next 


ledger sheet, the line on which the last. 
entry was made. p 


An Error Can Be Discovered 
Immediately 


Wheneall the entering is completed, 
a cast of the journal gives a control — 
total, which can be ¢h Aden nd- T 

ently by a straight sice 
totas l 

Any error in.j 






















a difference in the totals. Ó 

check list. A 
The storagx 

is of ^ normal desig 
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Remember Kalamazoo 


For safety’s sake you should use. them are printed and are in stock 
accounting and record rulings —others are available at a few 
which are standardised, and day's notice—to replace your lost 
which can be rapidly replaced in records without trouble and 
case of loss—thus facilitating the delay. 


restoration of normal business 
activities. l * If Kalamazoo print your forms 
to your own special design, the 
Kalamazoo have 150,000 designs printing medium is retained in 
available (for  Loose-leaf, for the Strong Room; vour risks 
‘Visible and for Machine Account- are thereby spread and you make 
ing) prepared for 60,000 cus- certain of quick replacements. 
tomers, They cover practically Ask your local Kalamazoo Repre- 


all purposes. Very many of sentative for particulars. 


Kalamazoo Líd. Northfield, Birmingham, 













A 


^. 
. 


MIT UL OA 31 0 ho? = 
cf - | 


m | 
oe A 
E LI | 
Y^ 4 
: : 

i : Bl 
"on 

CmWÉ o 

e P> 

E | 

: | 

a, 

, 

‘ 

^ 

B. 

21 

"A 





v. th as ^ 
"Fd " > 
M n 


EAN 


nl ls 
i. 


d “a 1 * a e "^ 


ae 


IR 
, 


m 


rae? 


Í 
^ 





2i ^ te C£. rm ` 
(T I 


CHE GOZX Laer "do 
p i >" i 


wr T] 
rS 


* - 


"Su 
M^. 


e 
: 
E 


"9 e 


time in this war, 


first 
business has been heavily under 


OR the 

fire. Charges of mis-management 
in war works particularly have come 
not merely from the workers but trom 


outside sources. M.P.s, civil servants, 


newspapers, and some industrial 
correspondents have all taken a hand 
in the game. The debate in the House 
was unusually uninformed even for the 
Commons. The reason for this attack 
is not far to. seek. Quite reasonable 


complaints made by experienced 
employers about absenteeism were 
twisted and exaggerated by the news- 
papers and even more grossly 
exaggerated by publicity-seeking M.P.s. 
Business Counter Attacks With 


Vigour 


OR once business associations have 
replied specifically and forcefully 

to the charges. Instead of the usual 
wordage, the Government and public 


have been given facts and figures, 
logical arguments backed by specific 


instances, 

Let no one suppose the good name of 
business does not matter. It is going 
to matter very urgently in the difficult 
post-war years. 


The Case For Business In Three 
Sentences ^ 


» 


HAT business is sufferiffeander 

to-day is neither //apathetic 

workers nor lack of initiative, but 
Government red tape. \\ 2 


2 ~S-« c 










summarised thus :— 

The actual need for, 
and the individual cost 
of income tax should be 
explained to the worker. 

A ceiling must be 
to wages. 


^ put 


Steps In The Right Direction 


URING the month a number of 
steps have been taken that may 
improve some of the present Govern- 
ment departmental technique. Pro- 
gressive demands for building and 
equipment expansion are becoming 
more general -A new advisory com- 
mittee to the production executive 
should bring a more practical point of 
view to the Common's deliberations. 
Better still is the transformation of the 
Area Board into the Production 
Executives’ Regional Board. 

The control of the innumerable 
labour controls will now fall under Sir 
Andrew Duncan. Being so much taken 
up with the Export Groups and concen- 
tration I doubt whether Capt. Lyttleton 
was able to turn his energies in this 
direction, but the past performance ot 
Sir Andrew Duncan gives no promise 
of anything better. Fortunately, placid 
Sir Andrew will probably come under 
the impact of the dynamic Lord 
Beaverbrook before many days are past. 

The second crucial problem is that 
of wages. The T.U. C.s defence is that 
it is unable to control the activities 
of its unions in seeking higher wages. 
Still a ceiling must be put to wages 1f 
prices are controlled. Is there any 
reason why wages should not be con- 
trolled now that so wide a range of 
prices are controlled? 


The Fight Against 
Inflation Goes On 
MIESNI IME the fight against 

inflation goes steadily on with 
varying success. Wholesale prices have 
now risen by around 50 per cent. The 
cost of living is up by 29 per cent., for 


-What that figure is worth. The level of 


waves. is up by 20 per cent. and the 
currenéy in circulation has risen from 
an average of £478 million in 1939 to 
£604-milion in May of this year, a 
rise*ef) well over 25 per. cent. 


Business 
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TREND OF TRADE 


There Must be a 
Ceiling to Wages 


Says CECIL CHISHOLM, M.A., 


Consultant 


chasing power has risen in various 
classes of the community from at least 
25—30 per cent., the goods available 
have probably fallen in volume by at 
least one-third. Here are all the ele- 
ments for inflation, There are, how- 
ever, three useful brakes on the pro- 
cess. The first is that of saving, the 
second is the fall in income among 
the rentier class, the commercial com- 
munity and the few workers in the 


luxury industries. . The third is 
rationing, which automatically compels 
saving. ' 

The effect of the rationing of 


clothing cannot yet be estimated. But 
shop sales for May were down by 3.5 
per cent, which means at least 32.5 
per cent. in volume and probably 40%. 

Actual sales are still up, in spite of 
rationing, in Scotland, the North-east 
coast, the North-west and the Midlands, 
the North-west leading. 

In the South of England there is à 
fall in money sales by 1.5 per cent. ; in 
central and west London by 8.9 per 


cent. and in London suburbs by 12.2 
per cent. 
Curiously enough, the South of 


England showed a rise of no less than 
44 per cent. in the sale of dress piece- 


goods in May, 
Rayon Industry Leads In 
Concentration 


HERE stands concentration to- 
day? Apart from the increasing 

peril of the small shop-keeper, concen- 
tration has almost been in cold storage 
this month. The departure of Capt. 
Lyttleton from the Board of Trade 
meant that the entire scheme had to be 


studied and sanctioned by his successor. 
Meantime very few wheels have 
turned, Probably the rayon industry 


is farthest advanced. Courtaulds’ are 
closing two factories in the munitions 
areas and concentrating production 
very largely in their own mass pro- 
duction factory. The smaller viscose 
producers have made their own concen- 
trations. 

This vital young industry has secured 
Mr. Bevin more men and women 
workers and reduced costs by cutting 
out all but the mofe necessary types 
of yarn. In other words, a drastic pro- 
gramme of simplification has been 
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Advance Pay-Day Helps New 
Employees 


MAIL-ORDER house has a plan 


of wage payment that immediately 

. creates good- will among its new employees 
—salary in advance of the first pay-day. 

Junior grades are paid weekly, and 

monthly, When the new 

~ employee -has been with the firm but 


ry three or four days he or she receives a 


_ salary envelope containing one week's or 
y ‘one month's pay in advance, according to 
the manner in which they are to be paid 
2 . regularly, 

The novelty of the idea, the indication 


of confidence placed in the employee, and. 


often-times the meeting of an urgent need 
for money, establish a favourable reaction 
from the beginning. Later on, when an 


^ employee contemplates leaving he is con- 


fronted with the fact that he owes one 


— week or one month back salary and this 


_ often influences him to continue in the 


same work without looking about for 
r - something else. 
» 
Compensation Payments for 


Accurate Filing 


ILING difficulties and mistakes can be 

overcome by paying filing clerks a 
— basic salary plus a bonus for accurate 
and speedy work. Omne firm which has 
adopted this idea has reduced filing errors 
by over 75 per cent, and has made work 
jn the filing department much happier for 
the girls employed, Each clerk is assured 
of a basic wage, which would not be a 
bad salary even if no extra bonus was 
paid, 

The bonus payments are based on the 
volume of letters, forms and documents 
dealt with, and the number of "look-ups" 
made. The standard for these tasks was 
established by a stop-watch study. which 
determined the time required to file set 
—. quantities of the company’s mail, as well 
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as the time it takes to “look-up” 
amount of filed material, 

File clerks are expected to attain a pace 
of at least 8o per cent. of whatever the 
standard is. The bonus is based on the 
excess that a girl accomplishes above her 
quota, The bonus is large enough. to put 
a real incentive into her job. It is 
obviously a powerful urge for the clerks 
to do speedy work. 

The danger in the system is that a girl 
might be so anxious to increase her bonus, 
that she will work too fast, and make a 
lot of misfilings, This danger 1s checked 
by having one of the girls act as overseer. 
She is paid a larger basic wage and a 
smaller bonus, so that she is more 
interested in doing good work than in 
attaining speed, Her caution succeeds in 
offsetting any over-zealousness the other 
girls may have. 


a given 


Letter Writing Manual Ensures 
Uniformity A 


O obtain uniformity in all outgoing 
correspondence a standard reference 
manual should be adopted. 

As each typist is employed she should 
be provided with a copy and asked to 
study it for standard forms of letter 
writing and to refer to it whenever she 
is in doubt. An example of the preferred 
form in letter writing should be given, 
whether to "block" name, address and 
salutation, when to indent and how far, 
proper spacing between date line and name 
of person addressed, between the last line 
of the address and salutation, between the 
body of the letter and the complimentary 
close, etc. 

Such regulations in letter writing will 
soon become automatic with the typist. 
The manual could also give her other 
data in letter writing style to which the 
careful typist will frequently refer, This 
should include information on how to 
write sums of money in the text of a 
letter, what words should or should not be 


NA 






» fie gt nu y 
abbreviated whan to ‘iyphenete when to 
use a compound word, how *to spell or 
abbreviate a title and many other details 
so iniportant to the appearance of a letter 
and the impression it makes, but which are 
too numerous for a new typist to 
memorise. 

The manual could also contain a list of 
preferred spellings of words which have 
alternative forms. 

The manual should not be a guide to 
accuracy so much as uniformity, 


Keep a Perpetual Stationery 
Inventory , 


N accurate check on stationery stocks 
need only take an hour a day for 
complete check-up and entry, even if 
large volumes of two or three thousand 
different types of forms are handled. 
This is possible by the use of small 
slips about 14 in. wide containing the 
form number. This tag also shows the 
number of units. These slips should be 
inserted in the piles of stationery at 
desired intervals. If separated in quan- 
tities of one hundred, for example, when 
the first hundred pieces are issued the 
tag showing “100” in that particular form 
number is hung on a near-by hook. These 
tags are then gathered up each morning 
and posted at one time on a visible file. 


The visible index should show the « 
quantity received to date and quantity 
which is withdrawn from stock, It 


should also show a current stock figure, 
permitting the stock clerk to tell imme- 
diately when it is necessary to re-order. 


How to File Extra Large and 
Bulky Reports 


HEN typed or printed reports are 

larger than normal file sizes, they 
can be reduced to filing size by means of 
photo-offset processes, This procedure 
will save purchasing special size binders 
and filing cases, as well as helping to 
reduce filing space. 


Simplified Typewriter Speeds 


Addressing 
A LARGE national advertiser, offering 
a wide range of goods for which 
there was rarely a repeat order, employed 
a girl to address labels for the mailings, 
Because there was only, one mailing to 
each inquiry or order, there was no point 
in making up address plates. 
Using labels in rolls, the girl averaged 
1,400 labels daily. Study of her work 
brought the suggestion that a special 
typewriter, equipped exclusively with 
capital letters keys be employed. On this 
typewriter there are no punctuation marks 


of any kind—only capital letters and 
figures. Now the girl has to omit all 


periods, commas and never needs to shift 
for capital letters, as all addresses are 
written in capital letters, thus : 

HENRY MARSHALL 

240 LONG ROAD 

CLAPHAM 

LONDON SW4 

From 1,400 labels addressed daily pro- 

duction quickly jumped to 2,000 labels 
with these improvements. = 
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Fo R many jobs overalls are worn 
by the Navy now just as they are 
by the other Services, 

Naturally, in the Navy, even 
overalls must be smart — must fit 
well, must be comfortable, must 
stand up to hard service, So a first 
essential for Navy overalls was — 
the cloth must not shrink. 

No vague claims of unshrink- 
ability were good enough for the 
Admiralty. They set a standard of 
shrinkage tolerance. It is a high 
one. It allows for no more than 
b of 1% shrinkage in length or 
2% in width. 

Uncontrolled 


shrinkage treat- 


Compare these diagrams 


Overall eioth 


Shrunk won't shrink by mare than a 


hai ia “ linm! T 


negligible fraction in the vard. 


35 36 
saber alled 


shrunk 


fully- 


" guaranteed un- 


Some " shrunk,” * 
and 
shrinkable " overall cloths shrink by 


as much as 2 inches in a vard. 





Rigmel - Shrunk 


. 


Wyre 


HE Diesel engines 

of a submarine are 
placed on both «sides of 
the central alleyway in 
the ship. The men who 
tend them are well pro- 
tected im overalls that 
can't get too short in the 
legs or arms, That's be- 
cause the cloth they are 
made from is mechani- 
cally shrunk so that no 
appreciable further 
shrinkage can occur, 


ments «annot comply with 
Admiralty standards. Some leave 
as much as 2 inches of shrinkage in 
the yard. See the difference between 
them and * Rigmel " mechanical 
shrinkage on the diagram below ! 
No wonder mechanical shrinkage 
is wanted by the Navy ! 


W hy not let your workers havi 
overalls that are up to Navy 
standards in terms of non-shrink. 
ing? They don't shrink, they offer 
better protection. they look smarter 
they keep their fit and comfort and 
they wear longer. Usually the cost 
of * Rigmel " shrinkage is paid by 
what you save on overall replace- 
ments and repairs alone. And it is 
well known that the output ol 
workers improves when they are 
smartly and comfortably clad. 

Most suppliers have “ Rigmel " 
Shrunk overall cloth. Protective 
garments made from it are avail- 
able through retail outlets for 
purchasers of «mali quantities, 





Laundry-tested 
against Shrinkage 


Advertisement of THE BRADFORD DYERS' ASSOCIATION LIMITED 


LONDON - 


BRADFORD - 


MANCHESTER 


THE NAVY WON'T STAND FOR - 9m 
SHRINKAGE. WHY SHOULD YOU? | 


Write for full particulars 


at your 


..and 
lots of people manage to do it. But there 
are lots more who never catch anything but 
the last post. It’s not for want of trying 
either... but the boss can't understand 
why! I couldtell him. It’s first come — first 
served these days. And the first to come 
along. . every day .. are from the firms who 
use the Ediphone. Their correspondence is 
an easy methodical progress. . . not an all- 
day battle. And because they are organised 
in the modern way, it enables us to do a 
good job of work, even in these days ! "' 


“It’s easy enough to say ‘Post Early’. 


EDIPHONE systemor 





For recording Telephone 


conversations, Board- 
or Free Demonstration room. conferences. 
Minutes of public 


desk without 
meetings, speeches, etc 


obligation. use the TELEDIPHONE 





THOMAS A. EDISON LTD., VICTORIA HOUSE, 


SOUTHAMPTON ROW, 
| Telephone: HOLBORN 9988 — 


LONDON, 


WG 


Branches and Dealers in all principal cities 
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Incendiary Bombs Sound 


Automatic Alarms 


UTOMATIC bomb detection is to 

become standardised, The British 
Standards Institution have now issued a 
further A.R.P. specification (BSI/ARPS55). 
This specification has been prepared at the 
request of the Ministry of Home Security. 
It deals with systems for the detection 
of incendiary bombs by an audible alarm, 
operated by the impact of a falling bomb 
which ruptures the “detector conductor” 
of a closed electrical circuit. 

The general principle of the device is 
that the detector-conductor is erected 
over the area to be protected in such a 
manner that a bomb falling within the 
area will fracture it. 

There is in existence already such a 
closed current circuit system. This is 
manufactured by a well-known burglar 
and fire alarm company. They state they 
have some original patents in connection 
with closed circuit alarms. 

The main feature of the alarm is the 
suspension at four-inch intervals of special 
copper wire immediately beneath the roof. 
The system can be installed on buildings 
of any size, The system may also be 


(Continued at foot of next column) 
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Box-type factory 
speaker 


This installation gives the perfect way of tra 
the return to work with the minimum loss of times 
antidote to fatigue, and will locate any executive urgen 
estimates, or rental terms—free on request. Twenty-five years 
installation and maintenance. A test g 


a M TET t NÉ ii " i 
A.R.P. for tħe Factory and Office 


Fire- Fighting Efheiency 
May Depend on Equipment 


N spite of the ever-present danger of 
Lire damage due to enemy action and 

the every-day industrial fire risks, the 
lack of proper and adequate fire precaution 
arrangements in many factories and 
business premises leaves much to be 
desired. 

These undertakings, both large and 
small, have until recently, been most 
inadequately protected from the possible 
ravages of fire. 

Many have now purchased unsuitable 
equipment. High pressure salesmanship, 
by representatives of the less reputable 
firms, must take a large share of the 
blame for this, 

Many works fire brigades are operated 
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In this regular feature ways 
and means of improving the 
A.R.P. organisation are dis- 
cussed for the benefit of 
Executives in charge of A.R.P. 
Readers of BUSINESS are 
invited to send their A.R.P. 
queries to the editor. Infor- 
mation on every aspect of Civil 
Defence is available. 


Three new A.R.P. Devices are 
described on pages 28 and 29. 
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(Continued from previous column) 


installed in a group of buildings, the alarm 
being sounded in a central control room. 
The exact location is given by an indicator 
board. 

A further method of ensuring that 
detection occurs immediately lies in the 
provision of thermostats fixed in the pro- 
tected building at points where protection 
by a system of wires cannot be obtained. 
This latter addition ensures that fires 
caused by incendiary bombs entering the 
building obliquely are signalled 
immediately they start. 


ROOF-SPOTTERS 


nsmitting the Roof-spotter’s warning and also announces 
The same installation broadcasts music, a wonderful 
tly required. Information, demonstration, survey, 
’ experience at your disposal in manufacture, 
ladly arranged at your own works. 


DICTOGRAPH SOUND INSTALLATIONS 


(Dictograph Telephones Limited) 


ABBEY HOUSE, WESTMINSTER, S.W.I 


Abb 5572 (3 linen 


Branches at BIRMINGHAM 


MANCHESTER 


° AURELIA ROAD . . CROYDON 
Tho 2427 (2 lines) 
GLASGOW LEEDS 


NEWCASTLE 


by the works manager, foreman, or, in 
cases where cost has been the first con- 
sideration, by the buyer. 

While these persons may be absolutely 
frst class men at their own individual 
jobs, the majority of them have quite 
sufficient work to do in their own capacity 
and have little time in which to worry 
about fire protection. 

With the best will in the world no man 
without adequate training can 


any company to the most efficient standard. 


Ineficient Buying May Render 


Equipment Useless 


A certain large factory, which I 
surveyed some time ago, had been 
instructed to purchase a quantity of hose 


and branch pipes. This they did, but 
unfortunately they ordered 24 inches 
instantaneous couplings and all the 


landing valves in this particular building 
were fitted with London round thread 
outlets. 

In another instance the landing valve 
was tested for the water supply which 
was found to be inadequate. After some 
enquiry, it was discovered that the 23 
inches landing valve was connected to the 
mains by a 1 inch composition pipe. Some- 
what naturally the flow of water was not 
up to requirements. 


Fire Extinguishers Must Be The 
Type To Fit The Job 


[ regret to say that many organisations 
consider that once they have bought fire 
extinguishers, they have done all that is 
necessary. 

I know of one case where ordinary soda 
acid type extinguishers were installed for 
the protection of a very large petrol risk, 
and in very many cases carbon tetra- 
chloride extinguishers have been installed 
for office protection. There is, as is now 
well known, a definite source of danger 
in the use of these owing to the possibility 
of production of toxic gases. 


INSTANT ACTION . - - 
GREATER SAFETY . . . 
IDEAL WARNING SYSTEM 











CONTROL OF STAFF DURING AIR RAIDS > MASS 
ADDRESS TO EMPLOYEES ACCIDENT, FIRE 
BURGLAR AND SABOTAGE ALARMS - AIR RAID 
WARNING DETECTOR - STAFF LOCATION 
AMD MUSIC IN FACTORIES 
ALSO INTERNAL TELEPHONE INSTALLATIONS 


BRISTOL CARDIFF 


possibly . 
organise the internal fire arrangements of 
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PRODUCTION C 


A system that was recently 
referred to in the “ Factory 
Manager" as one of “the 
most flexible and modern 
Factory-work record 

















systems available” is the | BACHINN 
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GEARED INTERNATIONAL TICKETOGRAPH 


, ; for Efficient SYSTEM OF PRODUCTION CONT 
o Output | It will maintain operation 
To keep ail the wheels—in all 
| the. departments turning at top 


peed all the time... why, that . COSTS already fixed in ad- 
sounds like millenium. But it’s si ET TEC 
the sort of problem that Kardex vance, and it will show the 
is tackling, and solving daily. | 


There's a reason, Kardex essities i cover j v iF 

WR aa leue not Eun "m position of every job as it 

pitfalls of your industry, but the MM l as, r E mere 

| pitfalls of system planning too. proceed S thro ugh the Works 

: ner Pu m D : . 

| action-compeling solutions. Let ak far parni yeu booklet Ta8dis 

. them talk over your problems, ine J ma } ae er T T. inia dn da she 

and pian for more efficient just published, sent free on request. 

| production, ne m E | 
INTERNATIONAL TIME RECORDING Co. Ltd, 
112 Strand, W.C.2. |. TENIple Bar 5841 


Head Offices: International Works, Beavor Lane, Wé 































Write for stock and planning Leaflets 
to Dept.: 351. : 

KAHDEX VISIBLE CONTROL SYSTEMS, ^| 
1 New Oxford Street, London, W.C.t. — 
Tel, : CHAncery 8888 



















Paper Shortage Makes this Publicity 
- More Vital and Productive than Ever 


PORE a The restrictions which paper 

LOCI rationing has imposed on all forms of 
imu Advertising makes the. "System" 
/-6—-T7 Desk Calendar a more valuable and 
| effective publicity device and good- 


will builder than ever before. 


Plan Your 1942 Publicity NOW 


Your name or advertisement you send it. Once a business 
can be specially overprinted on man uses the Desk Calendar he 
each of the Daily Sheets of goés on using it year after year, 
the "System" Desk Calendar It reminds him of engagements, 
so that it will be seen every things to be done: saves his 
hour of every day of the year time and memory, and enables. 
by all of your customers or him better to concentrate on 
prospective customers to whom important tasks, | — 

(— _ And yet the cost is remarkably small in comparison - 
= with the benefits that it gives you and the goodwill 
! Without Obligation Post This Coupon Now 






as approved in connection 
with the 


(GLASS. PROTECTION) 





Available from stock. 


ROOF PROTECTION 


carried out 


CAM O F 


Estimates and full particulars from 


PICKERING & HALDANES 


Netting Specialiets 
SOUTHAMPTON HOUSE, PELHAM ROAD, 
CLEETHORPES, LINCS. 
Telephone---61 24 ia E i 














For Particulars or Quotations 
j} To SHAW PUBLISHING Co., Lid, 
6, Carmelite Street, London, E.C.4. 
zo Without incurring any obligation I would like to have 
our quotation Tor usi system Desk Calendars 


r advertising purposes throughout 1942. 
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Your Problems ? 


We have changed the brand on many thousands 
0f celiuloid-covered showcards; on giant advertis- 
& clocks throughowt the country without 
moving them from sites; metal advertising 
plates have heen cut and turned into smaller 

1s for new brands; Grape Fruit showcards have 
een resurfaced completely with windmill design 

ertising bread; cosmetic tins have had brand 
ered: in small recess and around edge; celluloid 
struction sheets have had address changed; 
etal showeards have had new label added to 
tin forming part of the illustration; white 
es omn black ground have been replaced with 
hite slogan on bus streamers. 


mae are only a few of the many alterations we 
e effected and in every case our clients 











der that we have actually enhanced the 
ising value of their material. 
us details of your requirements for 


tions, new display material or transfers, and 
H gladly quote. you, Please do not ask for 
Hst as all work is 
requirements. 


8 Commerce Works, 


43 Commerce Rd., London, N. 22 
SUNN OW Es PARK ^o NN 


WORKS SEATING 






: Immediate Eso 


Delivery 


THE “KEMCLO” STOOL 


as illustrated 13/- delivered; 
17/6 with Back Rest. 


fodel. 2—Extra large compartment and 
special seat 25/-. 


A L METAL CONSTRUCTION 
LOCKER COMPARTMENT UNDER 
= SEAT (hinged to form cover). 
SAN BE CONSTRUCTED & MADE 
O CUSTOMERS’ OWN HEIGHTS & 
SUGGESTIONS, 


ether vood | St., Londor N.W.6 






individual to clients’. 


calculations is possible with one of 


(EMCLO" Mftg. Co. 


for the Office 
and Lighting 


l WAGE CALCULATIONS 
-MADE 


War-time working hours, some at 
normal rate and others at various degrees 
of overtime payment, impose a heavy 
strain on the wages department of any 
factory. Since speed is as essential as 
accuracy in the preparation of wages 
sheets, a lightning calculator, which per- 
mits the amount due for work at. both 
the normal rate for a 47-hour week and 
for overtime at two different rates to be 
picked out at a glance, should prove of 
considerable value to wages clerks. 

A calculator which has this performance, 
working on the principle of a shde rule, 
has just been introduced and is already 
finding. a wide market all over the country. 
Many big factories on work of national 
importance have purchased several dozens 
of them, 

]t is estimated that a reduction of two- 
thirds in the total time spent 1n wage 
these 
wage slide rules, They give calculations 
at all wage rates from 6d. to 2s. 6d, per 
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WAGE CHART 
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TIME & THIRD 
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The wage caiculator, showing one 


AUTOMATICALLY 


c side oF the: Slide. rule” chart priy ae 





46. in addition, ov ertime for all fractions 
from. one. quarter to twelve hours, at 
two scales, can be seen at.a glance. All. 
told, 2,350 different wage rates are given, | 


*) HANDBOOK OF WORK- 
SHOP CALCULATIONS 


War needs have induced the Board of... 
Education and the Ministry of Labour 
and National Service to provide a handy 
pocket size booklet which ts a beginner’s | 
guide to workshop calculations. It has 
just been published at a price well within 
the reach of engineering trainees. 


The book contains 40 pages of graduated | E 


exercises and answers, with diagrams and 
worked examples. The elementary stages. 





The bench lighting unit described in 
paragraph 7 


lead on to the more involved calculations 
to be found in workship practice, and 
worked examples and ample explanations. 
are given at each stage. The handbook 
should prove to be an invaluable aid to 
workers making their first contact with 
the engineering industry, whether in 
government training centres, technical 
colleges or workshops, 


AUTOMATIC FIRE BOMB 
DETECTION 
Incendiary bombs can now be automatic- 
ally detected by adaptation of the apparatus 
used for many years by the L.P.T.B. for 
traffic records, for protecting the Crown 
jewels at the Tower of London and 
guarding many of the valuables which 
have been exhibited at Burlington House. 
The detector units can be placed inside 
or outside of buildings. Each detector 
will cover an uninterrupted area of 
8,000—10,000 sq. ft. and is connected to the 
ordinary electric light system, and then, 
via auxiliary gear, to an alarm bell and 
bomb locator in the control room, This 
locator will show the exact place where 
an incendiary has dropped and so permits 
the chief fire-guard to dispose his squad 
to the best possible advantage. | 
The use of automatic 


üre bomb 


detectors frees the human watchers from 


he hack- -W ork and unnecessary hazards of 


[us] 


real job. of fire “prevention. 
4 GAS-PROOF AIR VENTS 
FOR SHELTERS 


Special ventilator bricks, which permit. 
the free passage of air when it is not 
contaminated but which can be instan- 
taneously sealed > 
attack, have just been 
A.R.P. shelter construction, 
are available in both the standard si 
of Bricks. The control. of the ventila 
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the event of a gas | 
introduced forz < 
These brieks = 











QUT ET 


MP SS ey et mE I C ETE 

5 IMPROVED INCENDIARY 

BOMB EXTINGUISHER 

An important improvement has been 
made in the fire bomb extinguisher 
described in the February issue of 
Business, The pump, which was 
originally attached to the outside of the 
container, is now embodied inside the con- 
tainer thereby making it easier to handle 
and easier to pump, beside giving a greatly 
improved appearance, The pump itself is 
now more powerful and requires only 
about 60 to 70 strokes to bring the 
pressure up to 6o lbs., as against the 130 
strokes required by the old pump. 


45 LOCALISED LIGHTS FOR 
INDUSTRIAL PLANTS 


Three different models of localised light 
fittings, complete with low-voltage trans- 
former units and adjustable arms, have 
just been introduced. They can easily be 
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One of three new localised lighting units 


installed on a wall or other permanent 
upright and can be adapted to meet prac- 
tically any industrial lighting requirements. 


rá BENCH LIGHT UNIT FOR 
CLOSE WORK 


Concentrated light free from hard 
shadows is provided by a new fixture, 
which is suitable for local illumination of 
assembly tables, work benches, drawing 
boards and similar areas. Semi-circular 
reflector is of anodised aluminium. It 
accommodates a standard 6} in. radius 
60-watt half-circle architectural lamp. 


B ELECTRIC EYE DEVICES 
TO SAVE LABOUR 


The selenium cell-light ray system, 
frequently employed for traffic control and 
similar purposes, has been adapted to no 
less than seven diferent types of control 
methods. All of these new ways of using 
the light ray will permit the complete 
release of all manual or supervisory 
labour except for inspection purposes. ` 

The new adaptations range from 
counting units of any product as they pass 
ona belt or roller conveyor to controlling 
the electric heat treatment of steel bars. 
— Other new ideas for the use of the electric 
c eve nrovide for the detection af nawinie 
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Factory ARP 


*Readers are invited to make 
use of this valuable infor- 
mation. The name and 
address of the manufacturer of 
any product described may be 
had on application to the 
Editor, BUSINESS, White- 
friars House, Tallis Street, 
London, E.C.4. To simplify 
your request you may refer to 
the items by number only. 


9Manufacturers and distri- 
butors are invited to send com- 
plete information about their 
new produets for inclusion in 
this feature. 





gases in chemical manufacturing plant or 
storage spaces, and the inspection of 
cartons in a powder filing machine to 
reject those not properly filled. In all 
these methods of use, labour can be 
released for more important tasks. 


4) HAND TRUCK FOR USE 
IN CRAMPED SPACES 


Intensification of national war effort has 
frequently resulted in installation of new 
machinery in previously clear spaces. 
Cramped alleyways through plant hinder 
internal transport, but a new hand-truck 





This hand-truck, with large lifting platform, 
can easily be negotiated around sharp 
corners 


has just been designed especially to 
negotiate sharp corners and awkward 
factory layouts. Fitted with a large lifting 
platform, the truck can be used with ease 
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SLIDE R 
for Transport, |?! 






ULES — 
Principal dimensions and weights 
per foot or square foot of steel and 
iron sections, Le. of Equal and 
Unequal Angles, T-Bars, Beam 
Channels, Rounds, Squares, Fes- 
d , que 

agons, Octagons, Convex Fe et 
Edges, Sheets and Flats,  2,98t 
Values, Dimensions, etc. 2 
Standard Quality , 3/9 each, 4/- post freed 
Specin] Quality .2/6 ,. 2/9 did 
Bending Allowances for sheet 
metal work according to the value 
of the Bending Angle, the Radius 
and the Thickness of the Metal 
Sheets. Thicknesses and Weights — 
per square foot for Sheets and © 
Plates of Aluminium, Brass, 7 
Copper, Lead, Tin and Zine, also - 
the weights per foot length of 
Aluminium, Brass and Copper Bars. 1 
2.140 Values, Dimensions, etc. na 
Standard Quality . 4/- each, 4/3 post free, A 
Special Quality .3/- ,, 3/3 " 

Sizes and Weights of Bronze ~ 
Bushings, from 1" dia, to 9" dia. 4 
3,300 Values, Dimensions, etc. i 
Standard Quality . 4/- each, 4/3 post free, 
Specià] Quality .3/- ,, 3/3 e iE 
British Standard Whitworth 
(B.S.W.) Screw Threads—B.S.W. ` 
Bolts, Set Screws, Studs, Ordinary 23 
Nuts, Lock Nuts, Slotted Nuts, - 
Castle Nuts, Washers, Split Pins © 
and Tap Drill Diameters. 1,162 
Values, Dimensions, etc. w 
Special Quality . 2/6 each, 2/9 post free, X 
British Standard Fine (B.S.F.) - 
Screw Threada—B.S.F. Bolts, Set- 
Screws, Studs, Ordinary Nuts, 
Lock Nuts, Slotted Nuts, Castle J 
Nuts, Washers, Split Pins and Tap 29 
Drill Diameters. 1,197 Values, 9 
Dimensions, etc. 
Special Quality ... 2/6 each, 2/9 post free, E- 
Dimensions and Principal Toler- ~ 
ances of British Association (B.A) Sam 
Screw Threads, B.A. Screw Heads, E 
Nuts and Bolts. 1,555 Values, — 
Dimensions, etc, . 
Special Quality ... 2/6 ench, 2/9 post free, 9 
Trigonometrical Functions. — — 
Natural values of Sine. Cosine, ~ 
Tangent and Cotangent from 0° to — 
90° increasing by 10. 2,184 2 
Values. 


Standard Quality . 3/9 each, 6/- post free, AA 
Specin] Quality ... 2/9 ,, 3 X 



















“i 















[* et d 
M.2 Arcs, Chords, Heights, Segments — 


and Sectors, of circle with the X 
radius (r—1) and the angles at the ~ 
centre of the circle from 0° to 
560°. 2,642 Values. > 
Standard Quality .3/9 each, 4/- post free, 
Special Quality ...2/9 ., $/- 2h 
Wage Calculator for Engineering 
and Allied Trades giving the follow- 
ing information: (1) The Rate per 
Hour from 6d. to 2s. 6d. (o ` 
Weekly Wages for 47 hours. (3) 
Wages for all the intermediary — 
Hours from 2-46 (4) The Frac- 
tional Hours of 
+ d 1 4 841 214 254 ce 
584 421 434 44) 454 A46ih, 2 
Overtime for all rates from 6d. 
—2/6 p.h. at 
(5) Time & Third for 4 4 3 and all 
whole hours from 1—12 hours. M: 
(6) Time & Half for 4 1 3 and all "1 
whole hours from 1—12 hours, ~ 


A total of 2,350 Values. 
Standard Quality . 4/- each, 4/3 post free, 


i ^. 
7 2M 


is IT. 


Important, For orders of less than 6 rules please 


p.o < 
OMARO (ENGLAND) LTD. _ 


104 High Holborn. London. W C ! _ 





" .- 
* > 


minute 
full 
results when 


Every 
yields 


work is organ- 


ised by the aid 


of 


Gledhill-Brook 


my TIME RECORDERS 


Write for details of Equipment and Service: 


GLEDHILL-BROOK TIME RECORDERS LTD. 
Dept. 38, Empire Works, Huddersfield. 
OTT VE OT RE ES 
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a In many cases 
LIGHT-RAY APPARATUS 
has overcome the trouble 


Send your inquiries to: 


RADIOVISOR PARENT LTD. 


| ı STANHOPE ST. 
bc LONDON . N.W.1 


Telephone : Eus. 5905 











This RELY-A-BELL 


new 





SHORTAGE of LABOUR 


the perfect fire 
spotter, on duty 24 hours in every day. It gives immediate 
information when and where fire bombs fall. 


alarm is 
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Women can “Man-handle”™ 







Heavy Loads Now 


HERE is no single solution to a 
factory's internal transport problems, 
Factory lay-out may permit petrol or 
electric run-about tractors to do 75 per 
cent. of the haulage. Belt or gravity con- 
veyors may handle another 15 per cent. 
but there i$ bound to be a substantial 
quantity of goods which must be man- 
handled. 

A variety of causes contribute to this. 
Awkard bends in alleyways—not unkown 
in the best of factories now that every 
possible square inch of floor space must 
be used for production—and extensions 
to old buildings not foreseen when con- 
veyor lay-out was planned, are two of 
these, 


Trucking Systems For Women 
Come Into Their Own 


Man-handling was not a problem in pre- 
war days, when husky labourers could be 
had for the asking in practically every 
corner of the country, To-day, however, 
with nearly every able-bodied labourer in 
one of the fighting services, jobs for husky 
men must be done some other way. 

That is why the trucking systems that 
a woman can handle are coming into their 
own, The first consideration is of course, 






will a hand truck do the job, Often the 
ordinary platform truck is useless and 
uneconomical, since it involves two 
handlings of the goods on every journey. 
With large packages or sacks stacked at 
floor level, however, which must be 
handled as units whatever form of trans- 
port is employed, the platform truck is 
ideal—provided the woman labourer is 
not strained by the task of loading and 
unloading. 

One of the simplest methods of over- 
coming all awkward internal transport 
jobs is to use a miniature truck-tractor 
which can lift one end of wheeled- 
stillages and move them without great 
effort on the part of the labourer. 

These tugbars are easy to handle and 
the effort to elevate the stillage is 
negligible, The little truck has a knuckle 
which fits into a socket at the end of 
a stillage, and by pulling the handle 
forward and making use of a foot-rest 
loads of considerable weight can be 
elevated with a minimum of effort. 

When the handle is at a comfortable 
height to suit the operator, the platform 
is supported in the raised position and 
ready for movement. By virtue of the 
knuckle and socket coupling, the combined 
units are free to move in any direction. 
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With one small "tugging" unit a woman can move stillages loaded with 


heavy materials anywhere in a factory 


FIRE FIGHTER ALARM 


the 
The fire 







FIRE VENUS PENCILS are 


PENCILS 





| incomparably smooth and 
WATCH | long lasting, their standard 


fighting patrol stays safely under cover until required for 


active duty. Thus man power is conserved and more that is | of quality rever varies. 

vigorous action assured when the time comes for it, Send always | MADE IN ENGLAND 
now for details of this new and timely RELY-A-BELL ai the KNOWN Texan THE 
alarm. RELY-A-BELL will be pleased to supply fullest © alert " If you have any difficulty 





information to responsible parties. in being supplied, write 


x a direct to the address From &b 
Write or phone for details. below for sample, stating softest to 
9h, hardest 





BURGLAR & FIRE ALARM CO. LTD., 54 WILSON ST., LONDON, E.C.2 | which degree you prefer. 


nICHADRGOATE 1955.5.7. VENUS PENCIL Co. Ltd., LONDON, E.5. 
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LIGHT IS WHAT THE BULB 
IS GIVING YOU 
(Continued from page 18) 
taining the efficiency of your lighting 
is by means of a regular cleaning 
schedule which should be so arranged 
that the cost of cleaning is balanced 
against the economic wastage due to 
light depreciation. It is obviously 
impracticable to wash all fittings once 
a week, just as it is uneconomic to 
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The curves show the approximate 

depreciation in light output due to 

accumulated dirt and dust of 

(a) standard dispersive reflectors, 
(b) enclosing unit 


This Apparatus gives you 


5 









4 
4 
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PHOTOGRAPHIC COPIES 


OF ANY DOCUMENT, DRAWING, 


in a few minutes in your own Office 


BLUE 





NO DARK ROOM 
NO FOCUS 

NO SKILL 

SAVES CHECKING 
SAVES ERRORS 
SAVES TIME 
IDEAL FOR A.R.P. 


* + + > + OF x* 


Ruthurstats are used by leading Banks, 
Insurance Companies, Engineering and 
Heavy Industries. As a general utility (aw 

unit it is unsurpassed, but do not forget V d ; 

its Immediate use for A.R.P., for copying The Ruthurstat Electro-Copyist 
those Irreplaceable documents. Full range of sixes from Office Modela 


PRINT 






allow a depreciation of light output 
up to 50 per cent. by not cleaning them 
at all. 


Walls, Ceilings, Paintwork Can 
All Effect Your Lighting 


Light measurements have indicated 
that a cleaning routine repeated every 
4 to 6 weeks is usually most effective. 
Why not work out your own schedule? 
Read the illumination periodically 
and watch the depreciation. 

Don't neglect walls and ceilings. 
They are important factors in main- 
taining good lighting conditions. A 
good index as to the need for washing 
down or re-decorating them is obtained 
by testing their reflection factors by a 
lightmeter. 

In addition to checking the lighting 
on the working plane and testing 
quality of fittings, measure the lighting 
at floor level to be sure that it is enough 
to enable obstacles and refuse 
collections to be seen easily. A light- 
meter need never be idle. No other 
instrument so well repays its first cost 
in continuous and useful service. 





IMMEDIATE TELEPHONE CONTACT 


LOUDSPEAKING—NO SWITCHBOARD—NO DIAL 


With Dictograph Telephones installed the Chief 
Executive can communicate with any depart- 
ment direct — by a simple flick of a key. All 
departments can also communicate with one 
another, but executive calls get priority auto- 
matically. A representative will gladly call to dis- 
cuss possibilities. Information, demonstration, 
survey, estimates or rental terms—free on request. 
Twenty-five years experience at your disposal. 


Sole Manufacturers : 


DICTOGRAPH TELEPHONES LIMITED 


Abbey House, Westminster - 


to 42in.X33 ín. Engineering Models 
10 hours typing reduced to 30 minutes 
6. months tracing reduced to 2 weeks 


RUTHURSTAT LIMITED 


12-13 ASTOR HOUSE, ALDWYCH, LONDON, W.C.2 
HOLBORN 4737 


S LIN D 


J. AVERY & CO., 8l, Great PorHand Sireet WI 








Speciality— 
A PATENT BLACK OUT 
BLIND FOR FACTORIES 


No Light Leakage at Top, Bottom or Sides. 
Proper Ventilation. 


AV E RY 1834 





Executive's Instrument 


ABBEY 5572 (3 lines) 


Works at CROYDON and Branches at GLASGOW, BIRMINGHAM, MANCHESTER, I EEDS, NEWCASTLE; 


BRISTOL, CARDIFF AND DUBLIN, 


A.R.P. Consult Dictograph on Telephone and Sound systems for A.R.P. and 


RÀ Music in Factories. 
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MULTANEOUS : 
COSTS ANALYSIS 
(Continued from page 20) 


“A succession of slots 





venient groups. 


in the base of the cabinet permits the 
‘| exact positioning of these plates. An 
independent cross-rod permits the 


adjustment ,of the sheets at the most 














Edited by JOHN BURKE, 


 Bartister-at-Law. 


best recommendation we can offer 
i is work is that many subscribers after 
g. one copy have come back for 
some have ordered up to half-a- 





























obviously has what is wanted. 
further reasons why it would be of 


( omplete—that is to say it 
all the Acts and Orders relating to 
: Damage and Compensation—under 
-cover and one index. 


It is in loose-leaf form, which means 
the frequent and important changes 
roperly incorporated into the work. 

is book is not particularly cheap but 
fork seldom is. It is well worth the 


Price 20/- net, postage 1/-. 


ys up to date by the 
plemental Loose-Leaf Parts: 
h, postage extra. 






price 5/- 








































. WAR LEGISLATION 

The accumulation of 21 months of war-time 
Acts of Parliament, Rules and Orders has 
ulted in a huge and intricate mass of 
material which it is impossible for the 
dinary man to cope with although it 
ffects him vitally in a hundred ways. 


ÜRKE'S LOOSE-LEAF 
AR LEGISLATION 


re it is all collated, indexed and kept 
; to date. 
Price: 1939 volume, 30/. 

1940 volume, 35/.. 
1940-41 volume (current) : 
price on application, - 





far-time Pamphlets 
Price: 6d. net; postage Id. | 


ollowing popular pamphlets give in 
‘language the most valuable guide to 
lems of every-day oecurrence: 


R DAMAGE AFTER THE RAID 
d (95th thousand). 

WATCH ING 

3 (20th thousand). 

DSHIP. & MILITARY SERVICE 

(10th thousand). 

iTS & POWERS. OF THE HOME 


( 20th thousand). 
(10th . thousand) : 


] Storage Space Is 


issue of | 


he solution of the problem is to subscribe | 


| suitable angle for selection in posting. 


3 Reduced By 
More Than Two-Thirds 

Approximately, 1,500 ledger sheets, 
together with guides and index cards, 
can be stored in a single cabinet with a 
base of 14 inches X 10 inches. This is 
due to the fact that the ledger sheets, 
although of sufficient stoutness to stand 
up to normal office usage, are only 30 
per cent. of the thickness of ordinary 
ledger cards. 

When completed, the sheets can be 
removed from the cabinet and trans- 
ferred to binding files, which are fitted 
with a safety catch. The whole set of 
books—journal and ledger—is thus 
bound immediately the forms are no 
longer required for daily work. 

Each ledger sheet is fitted with a 
signal tab of very distinctive character. 
T hese tabs «can be made to carry out 
three distinct functions: they will des- 
ignate by colour or position and they 
also form a clip system for two or more 
supplementary sheets. They are made 
of flexible material, which lends itself 


the ioo ys ei ies 





are 31 pairs of holes provided, num- 
bered consecutively from left to right. 
Thus, by a combination of colour and 
position a very wide range of code- 
signalling 1s possible. “One very 
important advantage of the range of 
numbers is that a sheet may be replaced 
in its appropriate section but in the 
wrong order. Thus, number 11 might 
be inserted | between 17 and 18 
This would not interfere with the 
efficient working of the system, since 
the signal for sheet 11, w ould appear in 
its correct position above the sheet 
itself and would be’ readily spotted 
when it was next required. 


Complete Duplication Of Records 
Provided Safety Of Vital Figures 


It goes without saying that our 
records are now very much more up to 
the moment than was possible with 
separate entry, and that accuracy 1s 
inuch easier to maintain. 

Another, and in these days, 
valuable feature of the system 1s that 
all records are equally up- -to-date and 
since the journal "master" sheet 1s the 
back-bone of the system, the storage of 
that in a separate place each night 
would permit the replacement of the 
other books from the "master" sheet 
entries if they were destroyed by 
enemy action. i 








CLASSIFIED ADVERTISEMEN TS 


RATE 2/6 a line (average 7 words to a line). 
Minimum 3 lines costing 7/6; each additional line 


or part of a line 2/6. Box No. counts as one line — 
| No. 481,756 “Improvements. in 
; Uke 
_ are desirous of arranging by Licence or otherwise 
; on 
; mercial development of the invention.. 
! larg 
| Hanpan & Co 
: London, NO Ne E 


and is to be paid for; replies are forwarded free 

ef charge; 249, discount for 3 insertions, 5°, for 

6, 109, for 12. Payment with order for single 

insertion. Display panels 25/- per single column 

inch. Discounts as above, Special rate for 

"Appointments Wanted’: 3 insertions for the 
price of 2. 





FOR SALE 





Fireproof Cabinet (Steel 22: ^? x: 21" K 281^ on stand 
; condition.—Write . 
j Whitefriars House, Tallis Streat, 


36" high). Price £10, Boxror DIA LTD.,  Bournbrook, 
Birmingham. 


Wm aar S NA In i tn ere tetris man tertie eere ir ro t a tt eni mni nere n et nire n 


Masseeley Showcard and Ticket Machine, No. 19, 
complete with : | 
| Office Furniture and Safes urgently wanted. Good 
£855 prices 


19 Paradise Holborn, London, W.C.2 


“IT’S THE LEAST 


Cash Register : 


= YOU CAN DO— 


recent model, very little 
Bench, Type, Card Cutter, 
Also quantity of various coloured cards, eie, 
the 1ot.-—Appiy T. ES ARD & SON, 
Street, Oxliord. ; 
National Accounting Machine, new and unased, 
for sale. AManuiaetured by National 
Co. Ltd., 1939 model; cost £590. 
824, Business, Whitefriars House, 
EH.C.4. ; 


OFFICE EQUIPMENT FOR SALE 


ased, 
etc, cosh over #130. 


of ers fo 
Tallis 


Box 
Street, 








“AR Large Selection of Ex-Government 
CLUDING FILING CABINETS, 
CABINETS, ETC. 
SECONDHAND, 
CATALOGUE, 


ALSO PLAN CABINETS, NEW 
AT LOWEST PRICES.—WRITS 
THE MISCELLANEOUS TRADING CO., 


| Staff Time Checking and Job Costing 


and 
OTHER STEEL AND Woop OFFICE FURNITURE, IN- 
DESKS, CARD INDEX ` 
AND 
FOR: 
: Red Cross thanks this Journal for the free gitt 
ETD., 134/56 Hien HOLBORN, W.C.1, HOLBORS 4894.7 | 





PATENTS FOR SALE 









Pos tal Franking and 
Machi nes," The owners. of the. above Patent 
Manufacture and Com- 
For particu- 
instance to HERBERT 


Bedford oe Strand, 


reasonable terms for 


the first 
, 4 and 32, 


address in 





TIME RECOR DERS 





Time 
Recorders (al makes) for quick eash sale, exceptionai 
*Betarcol" Box 345, BUSINESS, 
E.C.4. 





WANTED 





113 High 
2564. 


Send deserip ion DALE, 


paid. 
Tel. HOLborn 





Give One Penny each week e 
to help the RED CROSS RT 

.. care for the wounded. 
@ Start a ‘Penny-a-week’ scheme where you work. 


Send a postcard to the Lord Mayor of London, 
Mansion House, E.C.4, for full details. 


of this announcement. 
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S ONE 














MAKES OF 
Adding Machines, Duplicators, Cash Registers, Calculators, Time Recorde 
and All Business Appliances BOUGHT AND SOLD, HIRED AND REPAIR 
2 M HIGHEST PRICES PAID for all - 


The Simplest Portable Adding, Listing 


Machine Makes of Modern pa 
Delightful to use. Li] 













5, 





























Office Mac hinery : Busy papa gei Pind ate. ix 3; 
Calculators, 

bo Addressers, 

.B col. to add from id. to £9.909 19s, Ltd, | 

| Hand and electrie models with or without Duplicator 

a peer iie zs Midi carriages. be rfup icato r S, 


No Modern Office can afford to be without one. 






| GUARANTEED ADDOMETER ypewr E ers y 


Rapid Automatie Addition and Subtraction. 


Ond M e MD Ue or. Steel Safes 
FOR POCKET OR DESK. | TES 
and Furniture 


8o Simple Anyone can use ite. 






ii 9 . -i Fanfold Invoicing Machines with 
ae In ne d ver 5 | or without Adding and Si ibtract 

]. ze. 11 X21 X] in, 95/- post ree, | Pj B PR E iá 

"When ordering state for what . | ing at reasonable prices. 

purpose required. Also a cheaper 












And let : your  business-getting letters look 
like personal letters ow 












pocket Adder for ordinary figures ^ ^ ^  — 7 
and Indian money, in case. 30/. [777 
post free, 






stamps fixed, che 
i in one ope 












JToniove } 
Swinging Boy 









ROTARY GALQULATORG 
ALL MAKES 










off, are 
interchangeable, 
swing out of 
way, leave desk 
quite clear, 


ELIMINATE LOSS AND FRAUD BY 
USING A “SAFEGUARD” THE 
BEST CHEQUE PROTECTOR 
Used by leading Banks and firms. 


Do you realize that an altered 
cheque is your own liability? 


Price £12 12s. 


All makes of Cheque Writers at 
half usual prices, Ask for list, 






















Number of Trays per Set. Complete with post 
Material of Trays, 4 Trays 3 Trays 2 Trays and fitting for wall 
; or desk, 
Agnt or Dark Qik Approximate internal 
Real Mahogany APPLICATOR, dimensions of trays 
Steel, Fshd, Art Green 184 X93 X21 inches, 


















For all esleulations., Multiples, 
divides, adds and subtracta im 1/10th 
time taken to do so mentally, 















Phone: Holborn 3793, or write 






TEMPORARY TYPISTS SENT OUT 


74 CHANCERY LANE (Holborn End: 
& at Maidenhead. London, Wt 
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New Factory for Messrs. Kaye’s Rotaprint Agency Ltd. 


Architects: Messrs. Lander, Bedells & Crompton, FF.R.I.B.A. Builders: 
John Laing & Son, Ltd., London, N.W.7 


Consulting Architects: Messrs, Lanchester & Lodge, FF.R.1.B.A. 
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200 ACRES OF LAND ON THE LAING ESTATES 
1,800 HOUSES FOR WORKERS ADJOINING THE FACTORIES 








Surrounded by 2,000 Acres of Permanent Open Space. 
Outside the Danger Zone. Special Finance. Schemes quickly prepared. 


Factories already occupied by 
ROYAL NATIONAL LIFEBOAT INSTITUTION ; YARDLEY AND CO, LTD.; 


and numerous other firms of high standing. 


Apply to any leading Factory Agent or to the Owners : — 


JOHN LAING & SON, LIMITED 














LONDON, N.W.7 (Established 1848) Phone: MILL HILL 3242 (9 lines) 
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but arrears are bes 
are. booking « orders for earlier 





PRICES 


- - 









Other sizes 
and prices as 
A well as details 
of the 
“Instant” 
Fire Escape and 
Gravity Loft 
adder on appli- 
cation to: 
















a BRITISH 
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200/202 HIGH STREET, | 
SUTTON, SURREY. | 
VIGILANT 1810. | 

| 

[ 


“108 CRICKLEWOOD LANE, LONDON, 


ae zm 






'ontinuous Form “Adapter, | 
and ninae yevin. methods of the. 








Veswile. dba: 
Continuous E * 









"Tanfold'* Dbirtitiuous Forms typed over our Attachment 
effect savings in Billing time and costs, ranging from 17% 
io 79%, without affecting the operation of the typewriter 

for. regular: correspondence and other purposes. 







"Fanfold' | : Adapter places no strain whatever upon the 
typewriter carriage; because of the very. simplicity. of con- 
struction and operation there is nothing: to get out of 
order, oy 














a TRAGE | Ww LA 
prom ROAD, LONDON, N. wW. 2: 


Telephone : GLAdrtone 5 5477 7G. lines) 





LAA b mr A ai hime a nmm ru a a aa a MBA ai a e EN hin 


it IS. spray, if your 
Stirrup 





uh d 








"SET-SPRAY" Nozzle 


died fire-fighter knows the danger. of putting 5. 
a straight jet on to a blazing bomb. Yet haste. 
and excitement can easily cause this to happen .. 
with the ordinary nozzle. With the. WOODHOUSE 
. "ÜSET-SPRAY" NOZZLE such mistakes are’ 
 1MPOSSIBLE, The normal position gives the 
spray. To obtain the jet the spring must be 
depressed with the thumb; and immediately th 


















spring is released the spray is again in 
operation, i 
With the Woodhouse "SET-SPRAY" Nozzle, 





in to get the spray unless you 






Regietéred. (€ Office and: Works :— 






Dat ata ad TF" 2 MES STENTS ^w 


the Dictaphone 


Learn about the Dicta- 
phone. Call, write or 
‘phone for “Office 
Methods and Practice” 
(Free). 


In every department of life the tempo is Tising. Speed to-day is as 
important in the office as on the battlefield. Business must be put 
through promptly or it will be too late. 





The dictating machine is the greatest promoter of speed in business. 
It alone can give you the power to deal instantly with any business 
detail. You wait for no one: the machine is always ready for 
immediate action. 

Dictate what you like, when you like, as fast as you like. The 
dictating machine is never out or ill and you cannot tire it. 

THE DICTAPHONE cuts out all the delays inseparable from the 
shorthand system, saves hours of wasted labour every day and speeds 
up work all through the organisation. 





(Regd. Trade Mark) 


THE DICTAPHONE CO. LTD. 


(Thomas Dixon— Managing Director) 
Dept. F, Kingsway House, Kingsway, London, W.C.2 


Telephone : HOLborn 4161 (five lines) 


And at Manchester, Birmingham, Glasgow, Liverpool, Leeds, Bristol, Newcastle-on-Tyne, 
Dubith and Belfast. 





—— =H 








AN IMPORTANT QUESTION 


with a Happy Answer... 
* 


Did you know that your typing staff 
could quite easily produce 30°/, 
more work, in the same time, 
at the same cost, and with 


far less effort ? 





* THEN WE RE GLAD TO KNOW THAT YOU WILL SOON USE 
PRIMUS CONTINUOUS STATIONERY 


CARTER DAVIS LTD. 


QUEEN ELIZABETH STREET - LONDON, S.E. 1 
HOP 0204 
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COUOOWSINESS > 


THE JOURNAL OF MANAGEMENT 
AND PRODUCTION 


Incorporating "The Magazine of Commerce," “Modern Business," 
"System," "Business Organization and Management." 
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Business Policy 
PAGE 
Plans to Help You Preserve Trade Marks and Goodwill 7 
By G. J. Freshwater, 
Advertising Controller, Electrical and Musical Industries Ltd. 


Management in War Time A $a a OA 2. m 
Make the New Employee Feel at Home at Once __ UL ^. 
Trend of Trade ... aoe ae D is ds UNS C 

By Cecil Chisholm, M.A. 
Safety Valve he beg ch MT saat A m. 


Industrial Management 


We Train Our Women for the Bench in Fourteen Days 9 


Replanning to Meet Rush Jobs 4 A zb ($912 
By an Executive of Alfred Herbert Ltd. 
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Sunray Lamps will Keep Your Workers Fit and Happy 26 
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BUSINESS, Published by Business Publications, Ltd., Whitefriars 
House, Tallis St., London, E.C.4. Telephone: Central 9891. 
Subscription Rates: 15/- a year post free in the United 
Kingdom ; 20/- a year post free in the Dominions and Overseas. 


YOUR | 


"CONSOL' Shelters 
for FIRE WATCHERS 


SECTIONALS SHELTERS SUPPLIED 
FOR NARROW ROOF EXITS 


WRITE FOR CATALOGUE N° 8.852. 


CONSTRUCTORS 


NICKEL WORKS ERDINGTON 
BIRMINCHAM. 24 





A THE BRANDT 


AUTOMATIC CASHIER 


will make your Wages Paying 
system fool-proof. 





Whether you pay in envelopes, 
tins, racks or by Direct Payment, 
a Brandt will cut out unnecessary 
Time and Labour. Ask for a 
demonstration. 


BRANDT AUTOMATIC CASHIER Co. Ltd. 
41 FURNIVAL STREET - LONDON . E.C.4 


Telephone : HOL 2179 
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 EFFICIENT-DURABLE* - 
WILKES dio T Paper 
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Planned for stores, 
works or warehouse, 
Evertaut lend them- 
selves to extension at 
any time with a mini- 
mum of trouble. 


| me 






4 





SKELETON 
TYPE 
SHELVING 





The merits of Evertaut Steel Shelving, 
Racking and Bins are outstanding. Strength, 
rigidity. cleanliness and resistance to flame 
and water. Standardised for simplicity and 
ease of assembly. Evertaut Steel Shelving, 
Racking and Bins are the modern, efficient 
answer to industrial storage problems, If 
you are engaged on War Work your : 
enquiries will have our immediate attention. 

Why not write us to-day? CLOSED TYPE 
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eVERTAUT <= 


LIMITED DRAWERS FOR 


STURM gia STEEL SHELVING —. 


NA CORT NOB S. BTR. S 


MOXLEY ROAD WORKS, BILSTON EVERTAUT LT » m Proprietors: J. B. Brooks & Co. Ltd.), 
WALSALL ROAD, PERRY BARR, BIRMINGHAM, 22. 
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THE VITAL FACTOR 
IN OFFICE £ FACTORY... — THE “RAPID” 


LETTER OPENER 


Capacity 200 Letters Per Minute. 


SHANNOGRAPH 


Pull vilion FLAT-TOP SUSPENDED FILING M 
THE FASTEST FILINGSYSTEM — | | p British Ande. 





Type E/6. 


IN THE WORLD | 


To-day time is more than money—seconds This machine certainly solves the problem of handling the 





count. Smash the filing "'bottle-neck" morning mail quickly and efficiently. It can justify its installation 
in your organisation by installing Se ] 

"Shannograph," the  time-killing filing A within a very short time. 

system. ES s Rem : 

Just as quickly as you cán open and E NN p a XM Special Offer: £14 12s. Od. including Purchase Tax, 

close a filing drawer, "Shannograph" [4 " Tir a ESSERE Only a few left. 

places in your fingers the folder you e : RATS 


require, 
'"Shannograph'" revolutionises filing, Ends f" 
misfling. Reduces the labour of storage 
and location of papers to seconds. | ne 


limited applications and classifications. | NTERNATIONAL COIN 
Graphic control Fixed and movable Folders slip out easily whether fully 
signals, Fits your existing filing drawers. loaded or empty; no stuffing or pulling, COU NIT | NIG MACH | IN| lE CO. LTD. 


cramming or wedging; no riding up or 


* Quality equipment of every slipping under, out or out of sight 


M d ee MOM eis ie ee | COLLEGE ROAD, 
and office furniture, may be S annon CHESHUNT, HERTS. 


inspected at our Showrooms 
Phone: WALTHAM CROSS 3241/2. 





throughout the country. 
IMPERIAL HOUSE, 15-19, KINGSWAY, LONDON, W.C.2., 


And at Birmingham, Bristol, Liverpool, Manchester, Newcastle, Glasgow (Agent). | 
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Labour, Materials and Machines a 
fullest possible advantage, that oper 
with regularity and precision, tha 

. material is a known factor constantly under 
.. means economic purchasing, controlled is dig balanced 
» production, scheduled progress, planned maintenance, E 

; speedy, accurate costing. | 


. AND ABOVE ALL IT MEANS simplification of routine so 
- that all essential data is promptly recorded, correctly 
interpreted, and effectively used. 









































which can be obtained through the 
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| COPE. CHAT SPECIALI ISE in devisi 
ordination and control. These met 
and have been proved for Ene sin 
and low cost. They provide insig 
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In ma ta concerning si 
control of Purchases, Stores, 
Production, Maintenance, Costs 
and Accounts 





SKILLED MEN ARE NEEDED FO, 
THE REALLY SKILLED JOBS 


* Be sure that each of your men is employed up to the very limit 
of his skill. Combat skilled labour shortage by breaking down 
processes wherever you can, and by training up your workpeople, 
both men and women, to jobs of greater skill." 


ANY ADVICE OR ASSISTANCE YOU MAY NEED IN THIS The above is Point No. 1 of the Ministry of 
IMPORTANT MATTER WILL BE GLADLY GIVEN ON REQUEST — ^L4Pow's © 4-POINT PLAN TO INCREASE WAR 


PRODUCTION " addressed to Management. 
If you have any problem of this nature on which you feel you 
would like advice, remember that the Labour Supply Inspectors THE OTHER 3 POINTS IN THE PLAN ARE 
of the Ministry of Labour and National Service are ready 2. Training Schemes must be developed to the 
and anxious to assist you. Do not hesitate to call them  %teatest possible extent. 
in. You can reach them through the Manager of your Local 3. Prepare, now, to employ more and more women. 
Employment Exchange. 4, Efficient personnel management is essential. 
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REMEMBER ! If you have not yet received 
your copy of the “EMPLOYMENT OF 
WOMEN . . . SUGGESTIONS TO 
EMPLOYERS" instruct your secretary to 
write for one to-day (asking for pamphlet 
87/1941) to the Manager of the Nearest 
Office of the Ministry of Labour and 
National Service. 
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 lhese Plans will Help You 
Keep Trade-Marks & Goodwil 


You Can’ Preserve Your Individuality although 
Your Business has been * Telescoped " 


Sa ys 
G. J. FRESHWATER, 


Advertising Controller, Electrical 
& Musical Industries Ltd. 


in an interview with a 


BUSINESS Investigator 


HE preservation of trade-marks 
and goodwill is the first duty every 
manufacturer owes to himself and 
to the country, The handicaps which 
at first seem insuperable when concen- 
tration—either voluntary or compulsory 
—is forced upon an industry can easily 
be overcome if the firms who are 
"telescoped" together decide to adopt a 
mutually helpful working plan. 
Concentration is no new thing to 
industry. But in pre-war days, it 
disguised itself under the title of 
amalgamation or, for a few years, 
rationalisation. One of the biggest 
concentrations of recent years and 
certainly one of the most successful 
was that which resulted in the for- 
mation of Electrical and Musical 
Industries, Ltd. 


It is possible to retain Individual 
Identity 


To most people the constituent 
companies of this group are still inde- 
pendent concerns. Often to the 
potential purchaser of a radio set it 
would appear that H.M.V. and Mar- 


coniphone are two of the bitterest 
competitors. It is the same with 
gramophone records. 

If it is possible to achieve this 


result—the most desirable one from the 
viewpoint of a manufacturer who may 
have many years of successful trading 
behind him—how was it accomplished ? 

So far as the average manufacturer 
is concerned the main problem 1s that 
of marketing. Questions relating to 
manufacture, purchasing and accounts 
can only be solved when the exact con- 





ditions in each concentrated group have 
been closely studjed. But the principles 
of marketing are broadly much the 
same right throughout industry. 

BusiNESS realised this and we 
decided to ask Mr. G. J. Freshwater, 
advertising controller of Electrical and 
Musical Industries Ltd., to tell us how 
E.M.I. were able to achieve complete 
financial and manufacturing concen- 
tration yet continue to sell each product 
of the companies in competition with 
one another. 


MR. FRESHWATER'S VIEWS 
ON CONCENTRATION 


E.M.I. had this one great advantage 
over the manufacturers who are being 
forced willy-nilly into concentration. 
The company was able to study each 
and every problem carefully in advance 
and to prepare detailed plans which 
would prove to be the most effective in 
action. Everything that could be fore- 
seen was carefully calculated. 

But what E.M.I. learned by experi- 
ence and careful planning you can do 
with almost complete certainty of 
success. 

A glance at the chart on page 8 will 
show you the structure of the manage- 





A round-table conference of sales 
executives can produce a marketing 
scheme which will allow each trade 
mark an uncompetitive field 


ment of the company. This naturally 
shows many of the features which must 
be ignered for the purpose of this 
article — factory, purchasing and 
accounts—but they have been left in to 
show their relationship to the other 
departments whose activities we have 
to consider. 

Starting with the managing director, 


who naturally controls the whole 
organisation, we find he has five 


assistants, jomt general managers, who 
are respectively responsible for the five 
main divisions of the company, factory, 
purchasing, accounts, sales and export. 

Each of these joint general managers 
1s assisted by a number of “controllers,” 
who are responsible for departnients 
in each section. Each controller deals 
with the problem of his respective task 
for the group as a whole, being assisted 
by managers who are responsible for 
the work of the individual products. 
lhus, to take the sales department : 
The joint general manager in charge 
of sales 1s assisted by five controllers, 
respectively responsible for radio, 
domestic appliances, records, cycles and 
advertising. The controller of radio 1s 
assisted by two sales managers, one 
each for H.M.V. and Marconiphone. 
Similarly, the controller of records has 
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| "while J, as advertising controller, have 
six advertising managers to assist me. 

— With this structure it is possible for 
ontrollers to review their work as a 
vhole and to co-ordinate the activities 
of the various managers who assist 
sm. Each sales or advertising 

— manager knows the various problems 
~ of his own field and he is able to thrash 
m. En out with his controller and the 
~ other managers, often handling com- 
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' lines. i 
can be Made to Avoid 
Brands Clashing 


l It would not be difficult to apply this 
= principle to any concentrated industry. 
= A council of sales managers in the 
© group could work out the exact field 
~ that each product was to cater for. 
~ Where two products were in compet- 
T tion a plan of campaign could be 
^. prepared to decide just how each was 
~ to be marketed so as to avoid too great 
| m à clash between the lines. 
— Here again the experience of the 
e E.MI. group will prove of great value. 
e. Ern the group was first formed, 
~ .H.M.V. radio and Marconiphone sets 
^ were designed to cater for approxi- 
- . mately the same market. 
To-day, with greatly reduced output 
^ owing to war conditions, it would be 
-' unfair to consider the two companies 
T as competing at all. So great is the 
scarcity of radio sets that they are 
purchased almost before they are off 
~ the production lines. 















|. Keep One or Two Branded Lines 
à y Before the Public 


7. But the plans for the future,» pre- 
^. pared as the result of several years’ 
— trading before the outbreak of war, are 
—— for the two companies to produce radio 
— sets which will cover the whole field of 
~ demand but in which the sets will not 
- be sold in competition with each other 
except for the narrow band in which 
- their two fields join and slightly over- 
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The “telescoped” manufacturers can 
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- Columbia and Parlophone, Pro 


os IR es 
t. this future | 
wided the ‘trade-mark or brand- 
name is kept before the pubhe on a 
few popular lines, there is no reason 
why each company should not tempor- 
arily relinquish a part of its whole field 
to another firm in the same group. 
Assuming this was worked out on a 
basis that would enable each manufac- 
turer to retain a fair share of the total 


Mr. G. J. Fresh- 
water, Advertising 
Controller, E.M.L, 
who offers you 
valuable advice on 
the preservation of 
trade marks and 


good will 





output and sales proportionate to his 
pre-war figures, no one within the 
group would have cause for complaint. 
Concentration has been introduced to 
save wasteful output and to reduce 
man power in non-essential factories. 
Reduction of the number of lines pro- 
duced will go far to achieve this. 


Sales Representatives Can Handle 
Several Competing Lines 


When it comes to actual selling, too, 
| think I am able to offer some sugges- 
tions which should prove of value. 

In pre-war days each product of the 
E.M.I. group was dealt with by separate 
stafis of sales representatives. This 
would sometimes mean that two sales- 
men from the group would meet at a 
customer’s shop or office and, to all 
intents, be treated as competitors, 
indeed they were. d 

Reduction in output, coupled w 
need for reducing man power to thi 
minimum has now Ited in a 
representative of each section of the 


group covering his area for a the. 


products in his section. Thus a sales- 
man in the record field now calls on 


MANAGING DIRBCTOR 


JOINT GENERAL MANAGERS in charge of 
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„M.V or ( dumb -or Parlophone but — - 
of all thr zd compan es, Here again the 
policy of specialisation—of making the 
various units as non-competitive as 
possible—has proved of immense value. 
This same idea can be adapted to the 
sales staff of a group of companies that 
have been compelled to telescope their 
interests. Provided the salesman has a 
firm grasp of the sales arguments of alf 
the lines he has to talk about, he will be 
able to fulfill the main purpose of con- 
centration without loss of business. The 
fact that he will be able to present a 
really comprehensive sales-story, em- 
bracing a number of different trade 
names, should help him to a consider- 
able extent in securing an order. 
There is, of course, the problem of 
what to do when shortage of supplies 
prevent even a concentrated group 
from filling all the orders they receive. 
Here my own wide experience in 





advertising may be of help to you. 


The E.M.I. group are carrying out to 
a very large extent the policy that I 
recommend to every manufacturer who 
finds he is likely to lose immediate 
contact with his customers of pre-war 
years. 

Goodwill publicity is a subject on 
which much has been written, but 
when seasoned advertising men come 
out wholeheartedly in favour of it, as 
many have done, it is obvious that the 
critics, whose main argument is that 
you cannot show any tangible results 
from such advertising, are standing on 
very weak ground. 


Millions Are At Stake 
in Trade-marks 
Goodwill publicity, should be carried 


. on to the utmost limits of a manufac- 
AS turer's financial resources. 
^ individual manufacturer will know just 


athe which. 
P ia 


Only the 


were his best customers, the 
urces of his revenue. To these 
d address his apologia for in-. 
bi to supply his usual products at 
the present time, Whether this is done 
through the trade press, daily news- 
papers or class nes, or through 
the medium of news-letters (an idea 
that many firms are employing with 
success) is again a matter that only the 
individual can decide. 

But g ill and all it means must 
be kept alive and advertising is the 
only way to do it. Millions of pounds 
have been spent in building up the 
brand-names and trade-marks which 
must necessarily be discontinued to help 
the national war effort. But millions 
more would have to be spent, where a 
few thousands would suffice now, if the 
buyers of former years were allowed 
to forget the existence of the firms 
who have been the backbone of 
Britain's trade at home and abroad in 
happier times. 

All that is needed is for firms, who 
have to pool their resources for the 
period of the war, to make a joint effort 





The structure of the sales organisation of Electrical and Musical Industries in 
relation of the other principal sections of the group. Each individual company in 
section is under the supervision of a controller who co-ordinates their 
individual marketing and adverti efforts : 
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for their mutual self-preservation to be 
able to fight in the trade war which 
will follow. 2. | 
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industry 


seen a 
grease 
something new. 


em. 1 


o of these women was a` checker in a 


bakery two months ago, the other worked 
for a firm of dyers and cleaners. Both 
are now experts at their jobs at the bench 
of this motor works owing to the speedy 
and efficient methods of training 
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We Train Women for F actory 





T the beginning of this year it 

became imperative that we should 

employ women workers on many 
of the jobs previously done by men. 

The great problem was how to train 
them for the special type of work they 
would have to perform in our factory. 
Many of the girls, it was realised. 
would be of the type that had never 
known factory life before. Probably 
they would be shop girls or come from 
offices. Certainly they would need a 
complete training, but how long this 
would take could only be determined 
by actual experiment. 

Fortunately, we have, attached to 
our main factory, a large service depot 
and it was decided that, as many of the- 
girls would be employed on ce 
Jobs, to convert a part of this E 





training school Training, it was 
decided, would be conducted in the 
same manner as work in the factory, 


except, of course, that the tempo would 
be slower 


They Were Strangers to Grease 
and Oil-Stained Hands 


Then the girls started to arrive. 
They came, as was expected, from 
offices, shops and homes. All were 
volunteers. Only those who had trans- 
ferred from non-essential to essential 
had previous experience of 
factory life. The majority had never 
work-bench before: to them 
and oil-stained hands were 
Contrary to 


some expressions of 


opinion they were not wholly attracted 
by the prospect of high wages. 
a few had thrown up good positions 
and made definite financial sacrifices 
for the privilege of working at benches 
and machines. 


Quite 


As any conversation with them will 


reveal, they, have one common desire 


Ld 


Tuition under 


Bench Work in Fourteen Days 


Actual Fac ‘tory Conditions 


but at Slower Tempo Speeds up Transfer 
of Learners from School to Workshop 


By an Executive of a Leading Motor 
Vehicle Manufacturing Company 


—either to help actively in munition 


making or to keep the wheels turning 


on the Home Front. The type of job 
doesn't really matter so long as it con- 


tributes in one way or another to the 
war effort. 
ach one replaces some man for 


work of even more urgent importance 
or releases.another for service with the 
Forces, 

Some have now been at work with 
us for several months, others are still 
going through their period of training, 

Applicants for employment in the 
factory ^come through three sources 
the Labour Exchange, Government 
training centres and introductions from 
present employees. In all instances 
they are interviewed at the Labour 
Exchange, issued with an introduction 
card and apply at the factory labour 
office where they complete an applic- 
ation form. They are next interviewed 
by our labour superintendent, who has 
a personal talk with each applicant. 


Preliminary Questions Reveal 
Suitability for Various Jobs 


Their previous occupation, smart- 
ness, intelligence and aptitude for work 
are noted, and where a prospective 
employee has previously been engaged 
in factory work, particular note is 
taken in order to make sure that the 
work upon which she will be engaged 
in our factory will, if possible, follow 
on her previous experience. 


The terms of employment are clearly 
explained, and the hours which em- 
ployees will be expected to work in a 
normal week, with overtime, and the 
question of — night-work we all 


thoroughly defined. This obviates any 
later query dr complaint about periods 
of work. 

In the case of married women, the 
labour superintendent already has in- 
formation on the application form as 
to the number of children and occu- 
pation of the husband, and from this 


he is able to tell whether there are any 
tamily ties which would prevent such 
women from working at night. 


Full Advice on Work and Clothing 


Is Given to Newcomers 


The women are selected in the first 
place for a particular job for which 
there is an existing need for labour and 
tor which they may seem to have a 
certain aptitude. Generally speaking 
they remain on this work unless they 
prove unsatisfactory. In such cases 
every endeavour is made to —— 
them to some other part of the factory 
with a view to making them p 
elsewhere. 

Aiter her interview with the labour 


superintendent each woman is seen by 
the welfare superintendent who 
advises her on the type of clothing to 
be worn, overalls, and the way her 
hair must be protected to meet safety 
requirements. At this interview— 
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to the viewer for inspection. If found > 


satisfactory it is handed back to the 
new operator, who retains the part for 
comparison with all future parts, so 
that all, when finished, should be 
identical. If there is any variation the 
charge-hand is notified at once. By this 
means, within a matter of two hours the 
girl is actually on production work. 

Ín the case of a capstan operator the 
training period is longer. The girl first 
of all spends a few hours with a setter 
under whom she will ‘work, and has all 
the intricate mechanism explained to 
her. 


Women are Not Allowed to do 
Heavy Lifting 


In most cases, the new operator 
works with an experienced girl for 
approximately two weeks and towards 
the end of this period she is allowed to 
handle the machine before commencing 
on her own machine the following 
week. She does not do any setting up 
herself and the whole time she is under 


.of Saturday free. 
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the first two weeks they are expected to 
work overtime from Monday to Thurs- 
day until 7 p.m. and are given a 4d 
hour break for tea from 5.30 to 5.45 
p.m. On Friday evening they leave off 
at 5.30 p.m. 

If they are working on Saturday 
from 8 am. to 5 p.m, they have 
Sunday free. Alternatively, when they 
work on Sunday they have the whole 
Thus their working 
week is six days, giving them one 
complete day's rest in every seven. 

Women are employed on day shifts 
for two weeks and then on night shifts 
for a similar period. The night shift 
lasts from 7 p.m. until 6 a.m. and 
during this time they have à break 
from 10 until 11 p.m. for supper, and 
4 further break from 2 until 2.30 p.m. 
Whilst on night-work they are under 
the control of a special welfare super- 
visor. 


How the Company Tries to Cure 
Absenteeism 
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: "From the counter of a West End confec- 
E tioners to skilled work at a bench in 
"1 fourteen days! 


the guidance of an experienced setter, 
who has approximately six . girl 
trainees to look after. 

During the whole of the training 
period the girls are under the super- 
vision of skilled and experienced 
operatives, and every care is taken to 
see that the high standards of work- 
manship demanded in the service 
station are fully maintained. 

Lifting of heavy parts is always done 
by the men, who, from the first have 
shown themselves ready to give the 
newcomers whole-hearted assistance. 
Each works amicably with the other 
and there is an excellent spirit in the 
shops. 


Absenteeism is, of course, not un- 
known, but it is on a comparative 
small scale, and works out at a little 
less than 5 per cent.  Endeavours 
towards prevention are made by 
arranging for the welfare supervisor 
to interview each girl after she has 
been absent, and the supervisor, after 
enquiring into the reason, reports to 
the labour superintendent on each 
individual case. 

The company endeavours to meet the 
women whose husbands return from 
the Forces on leave by granting them à 
period of seven days' holiday. In 
addition, of course, we conform where- 


© which is in the nature of a friendly 
~ chat designed to put the new employee 
» ather ease—information is obtained, if 
~ she possesses children, as to how they 
' will be taken care of when she is 

~ working at night. 

L^ After several months’ operation of 
F this scheme to use women workers, 
L statistics show that about 40 per cent. 
- of the women now at work have been 
previously employed in factory work of 
- some kind or other. But that does not 
mean they do not have to be re-trained 


--— to perform the type of work they are 


- now called upon to do. 

The percentage of women who have 
asked to leave is very low, and there 
is only one case on record where a girl 
has given up her work because it did 
not turn out as she expected. 


Training is so Simple that it fits 
into Ordinary Routine 


No new methods have had to be 
adopted by the planning department 


— and it has not been found necessary 
= to amend 


the normal production 
schedule or operations because of this 
intake of female labour. 

The work on which women 
engaged naturally varies and 
methods of training differ according to 
the particular job on which they are to 
be employed. 

For instance, a girl on a drilling 
operation, after introduction to her 
foreman, is passed over to a setter, who 
then takes her along to a drilling 
machine which he explains in detail. 
He also explains the job and then 
actually does two or three of the oper- 
ations on the part on which the girl 
is to work. Aíter watching this, the 
girl is asked to try her hand and, with 
the guidance of the setter, she com- 
pletes the operations on her-first part. 

She then carries on to the second 


arc 


b one, and this, when completed is taken 


the 


Every Worker Gets One Clear 
Day Off In Seven 


Among the tasks now allotted to 
women are the cleaning, lapping and 
re-assembling of injectors in the pump 
room. Others are engaged in the 
stripping down and cleaning of fuel 
pumps ready for assembling and testing 
by experienced mechanics. 

In the shops one group is employed 
in reconditioning cylinder heads, which 
covers such operations as cleaning 
valve guides, cleaning and regrinding 
valves. Another group works on the 
assembly of connecting rods and 
fitting rings to pistons in readiness for 
broaching and alignment operations to 
complete sub-assembly units. A third 
is engaged in the re-conditioning of oil 
and water pumps; a fourth in studding 
timing case covers. | 

In the stores most of the service 
counter work is now undertaken by 
women. These women employed in the 
stores have proved as accurate and as 
quick as men. But, of course, the 
demands of the motor industry make it 
impossible for them entirely to replace 
men because of the weight of materials 
to be moved. 

The hours of work for women em- 
ployees during their first two weeks are 
from 8 a.m. to 5.30 p.m. During this 
time they have an interval for lunch 
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ever possible with the wishes of the 
Government as set out in their leaflet 
issued in March, 1941, on the employ- 
ment of women labour. 


Government Trainees are Sur- 
prised at Speed of Factory Work 


It may be interesting to know that 
the women who come to us from 
Government training centres are 
usually surprised by the speed at which 
the factory works as compared with 
the rate at their training centre. All 
these girls, of course, are submitted to 
a further training when they come to 
us. 
A large number of women apply for 
work at the factory. There are, in 
fact, many more applicants than 
vacancies and in consequence we are 
able to exercise great care in our 
selection of labour. No compulsory 
workers are employed in the factory. 
For our particular work we have found 
women between the ages of 20 and 30 
are the most suitable. 

How would they prove themselves in 
jobs formerly done by men? When the 
first women arrived for training that 
was the question asked by many 
officials of the company. The answer 
has now been found, and it is: “They 
are doing very well!” 

As for the women themselves they 
all agree that they have found their 


new tasks surprisingly interesting. — 
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s The. iNew Approach to Labour 
p Problems 

i AOMET HING like an entirely new 
- approach to labour problems is 
evident in the United States. Eight 
years of democratic government have 
opened the eyes of most managements 









and speeding up to get satisfactory 
results, With even Ford's running a 
closed Union shop, the need for more 
human management has become, acute. 
Extremely interesting work has been 
done in actually studying at close range 
the effects of improving (and worsen- 
ing) factory conditions. The main 
conclusion is that it isn’t hours, pace, 
comfort or cosseting that counts | S0 





much as making every employee feel l 


that he or she 
individual worker. 

This is something that the owners 
and managers of small shops have 
always known: but the 
of the idea to a large business is more 
difficult. We shall publish some of the 
most important discoveries in this new 


iS important as an 





and in the United States in our autumn 


; issues. 


Teaching Salesmen 
to Sell 
*HERE are more problems that fiis 
Cvoooamany firms with sales staff, 
qu c only partially employed. at 
-the present time, than those discussed 








dn this.. feature last month, The 
managing . director of a big motor 
engineering company~—the bulk of 


whose output goes for war purposes 
these days--told me of another evil 
that he has to meet. | | 


With a much reduced oütput. avail- -s 







able to ordinary peace-time custo: 
he has found that his sales 


adopting the attitude of doing anything. 
to keep the. customers “sweet.” Some 
years ago," he explained, "we re- 


vamped our methods of selling. because 
it put too much emphasis. on getting 
and not enough on giving." 
: certainly a good point, but, as he said, 
it can be carried too far. Sometimes 










t where he is giving away all the 
z of the business. To-day a 
will. often arrange to let an 


“to the failure of pure time study 


application 


phase of management policy both here 


are worth. 


duction. 


factories 
goods. in the. order of their priority of 


the. salesman carries the giving to the 


n ormer bd ave dar | Bake, 


more than a fair quota ot to- day’s s output, 
serving a customer is one thing; but 
acting as his ambassador to get 


favoured consideration is quite another, 
Admittedly every company wants to 


preserve its pre-war field of customers 





in as. happy i state as possible. But 
the salesman - who "works for his 
customer" js. “practising one of the 





most abhorrent: forms of low-pressure 
selling. In fact, it is lazy selling. A 
salesman who does this is really work- 
ing against himself. He is bringing 
nearer the day when the profits of his 
efforts. will not support him. And he 
is certainly making things difficult for 
himself when peace conditions come 


again. 


Guarding Our War 
Factories — 

NYONE who has to visit Britain's 

factories busy on work of vital 
national importance knows the multi- 
tude of different systems used to keep 
Out unwanted callers. Some are most 
efficient, others, by their very involved 
technique, defeat their purpose and 


-= waste more time of both visitor and 


visited executive than the precautions 
Others, by their crudity, 
offer no safeguard at all. No effort, | 
it would seem, has been made to work 
out some simple scheme that could 
effectively be used by every. factory 
management throughout the country. 
The United States, however, has 
called in its famed *G" men to provide 
the necessary guard against illegal s 
visitors and would-be saboteurs. The 
Federal Bureau of. Investigation's most 
important job now is protecting pro- 
The Presidents Budget 
included a £300,000,000 item for anti- 


i sabotage activities, 


The men of the F.B.I 


turning out 


are visiting 
vital defence 





importance, looking over the methods 


-used to identify workers and visitors 
and to. explain to executives the best 
(ways 


This: is . 


to check up on prospective 
employ ees’ international sympathies 
without infringing rights of privacy. 
Fhe control recommended is exacting. 
For example, at any factory that the 
F.B.L men have visited you now ana 
a small reception room, policed by < 
uniformed guard. The réception 


four: name, your "business, 90 






home residence address, and cal 
person you want to see on the” 
telephone. Then another euard é 
you to the person's office. —.— 

After vour business is complete 
person you have been talking 
req 2 red to ee you d 




















you “out of the. huidi ling. i 
wears a 





















every employée | SjA 
numbered badge which has 
worker's picture in plain sight « 
F.B.l. men. going throug h the 


look at the employee's face, glane 
the photograph on the badge, 
don't synchronise, s something {s 


and the F.B.l. man fnds mes 
mediately what it is. 
Procedures | didn't 








ike bed 
overn ight y 
worked 





PA able 





Fortu yi in Britain, we do ni 
seem t ve quite the same risks i 
I sabotage.as exist in the U.S. But» 





standart I plan. of checking visit 
would mean x vast improvement ii 
many of the systems in vogue to-day. 


. 
Post-War Planning is 
ecinning 
ORE postwar planning is bem 
done behind the scenes. ii 
t vectors | realise. a sa 























W: ar- Textile RUE. C ornota tóm fur 
tioning, Some of its attention 
devoted to post-war market sur 
sales method study, and design. 

One or two of the most fa 
of the 2 : 
far ur ps ih ir cens S, Re 





im overseas markets. ^ În par 
German and Japanese method 
selling. direct through salesman 


propaganda paid for and controlle 
the manufacturer are ruining 
study. It is dificult for many 
smaller industries to organise 
of foreign competitors’ samples : 
some cases co-operation among | 
houses can achieve a ; 
helpful. show. | G2 

We hear a good deal about si 
managers with their feet on the : 
this examination of export mar 
a job any sales manager cam 
with the assistance of an 
agent experienced in the 
cerned, 














HE. three words that are among 
je most costly ever used in 


ARAS are. oe Hat make up 
"Nobody 














some im- 
otherwise 


a mistake, forgets 


I és | 
: task, is hurt, or 


























































t is “quite unnecessary to ‘cite any 
ples of trouble. that could have 
voided | if employees had been 

1 ally d s about 








e it "could hace Been te if 
“been ‘somebody's business to 
guide a new employee and 
nner had had details of 
him in black and 








A new ger old, adi accurate, 
ple understandable information, that 
iy companies have produced so- 
ed: manuals or hand-books tor their 
. These have done much toward 
di ating the "Nobody told me" 
se, If, after reading his works’ 
1al}, the employee remains unin- 
ned, it is his own fault. 

obably every company with more 
two dozen employees needs some 
of handbook, printed or duplicated, 
often we think of such devices as 





ing useful only for large 
panies where the number of 
'* runs into thousands. But it 


nmon sense to remember that in 
pany where executives are not 


istant, easy and informal contact 











Rules 








o have realised the importance of 
va B ndbook have concentrated on 
orming the employee what he could 

i and what he must. do. These 
e made the new employee feel 
been sentenced to 
ary servitude and 
Il th eedom and pleasures 
ife. Happi , the newer type of 
iployee manual puts a soft pedal on 
yarsh rules and mandatory regulations. 
Compare, 
smoking 




























(to be desired. 
present time the average shift time is 


employ ees, a works manual rM 


Soft Pedal on Mandatory | 






ne a number of firms ` 


for example, the. mention fou 
in the staff manual of à ^ - 
mown store with that of. another 


How. to take 





“In view of the large amount of 
nd equipment concen- 
trated in the building and the huge 
loss and consequent unemployment 
which might be sustained in case of 
fire," says “the stores’ manual, ' you will 
realise how very important it is to 
observe strictly the no-smoking rule." 


Don't Make the Job Seem 


firm : 
merchandise and 






like Gaol 
Surely this would impress. any -em- 
ployee as a fair and  reasot 1able 
request. In the other. manual) 


only this abrupt statement, "Smoking 
anywhere in the factory area is strictly 
prohibited. V iolations will lead to 
immediate. dismissal." 


Two other cases may also be cited. 
Both appear in the manuals of some- 


what similar manufacturing firms. 
Both firms have their factories at 
some distance from the nearest town 
and transport arrangements leave much 
In the first case, at the 


about ten hours a day. Employees of 
this firm are advised immediately to 
notify the management of any trans- 
port difficulties, and frequently the 
firm's own vehicles have been hastily 
pressed into service to ease the position 
when, for some unknown reasons, the 
supply of omnibuses is inadequate. 

In the second case, 
even more awkwardly situated. 


it has 


Getting Off on the Right : 
| ~ many. companies neglect to explain. 
. "Each. pay « ay brings. a question and | 


Foot 


Finding. that war conditions imposed an 


otor p concern has abolishe ned 
its "Works Rules and Regulations." -k 
place of receiving this book, every ne 
worker has all the conditions and p 


quie | 

_ As fee have to 

managing director ‘makes it his j 
them. A 





the factory is 


the Mystery 








f the New Job 


been known for workers, leaving after 
a twelve-hour shift, to be compelled to 
wait over half- an- -hour for some form 
of transport, Yet this firm has the 
following paragraph in its manual: 
“Employees making signs or waiting 


with the object of attracting drivers of 


vehicles between—and—(two | points 
about a quarter of a mile on each side 

oi the factory) will be subject to 
dismissal" The management makes 
the following generous(?) easing of the 
restriction : " Exception to the above Es 
where the driver 1s known to the em- 


ployee and stops. by arrangement.” 

No wonder some employee hand- 
books make the new job seem like a 
gaol, while others make the new 
worker think he has. the best job in 
town, . 

What does io New Worker Want 
o Know? | 


It is naturally impossible to list all 
the various items on which advice and 
guidance may be given to a new 
employee. The list is long and there 
are many yariations determined by the 
type of business, its location and the 
number of workers employed. To 
understand fully how much a handbook 
should tell we have only to ask our- 
selves what we would want to know 


about a néw job if we were beginning |. 


our careers over again. ee 
Perhaps we would like to know wheri 
and how we were paid. If by piece- 
work, or on some bonus plan, just how 
our pay Calculated? This is an 
important | piece of information which 





perhap y doubt to” some employees: 


























ays? Do we 
: How long do 
vork before we earn a 
ow many days do we 
tae about absences 
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a company savings plan: 
plan? Bonus plan? Pension 

plan? ==" | 
But the job of making the new 
employee feel at home cannot end with 
a hard-and-fast handbook. This fact 
has been made abundantly clear by the 
experience of many of the best known 
manufacturing concerns in the country. 
Easily one of the leaders in the job 
_ of making the employee feel as import- 
ant as the product is the firm of Cad- 
bury Bros. Ltd. The story of Bournville 
has been so well told as to require no 
reiteration here. But just how this 
indisputable _ reputation for having 
happy workers has been achieved needs 

a little amplification. 
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These Rule Books are Designed 
by the Workers Themselves 


Cadburys have four “rule books," 
designed for men and women in offices 
and works respectively. These approxi- 
mate very closely to the ideal for works 
manuals. These rules are not made by 
the firm but through the Rules and 
Discipline Committee of the Works 
Councils, composed of representatives 
of the employees and an equal number 
of management representatives. 

The task of introducing the worker 
to the job does not end there. The 
bulk of new engagements are of 
juniors. These all pass through an 
initiation school at which they attend 
lectures and see films, etc., bearing on 
the factory, its history, processes, raw 
materials and institutions, safety and 
health measures, voluntary and com- 
pulsory educational facilities, ete. 

The shop committees, an integral 
part of the Bournville Works Councils 
and, in the case of boys, the depart- 
mental representatives on the Youths' 
Committee, also help new employees 


over the first new months of their 
factory service. 
The Youths’ Committee provides 


opportunities for the games, hobbies 
and handicrafts of all the young men 
in the factory and office, as well as 
giving them ample scope for amateur 
dramatic work and holiday planning. 


The girls have somewhat similar 
facilities. The result — the happy 
factory. 


The New Workers Here See the 
- Whole Works 


No less definite in their task of 
making the new employee feel as one 
of a big family are Lever Bros. 
Unilever Ltd. Every new member of 
the staff is seen by a senior manager 
on arrival, 
by a tour of the offices, canteen and 
welfare department before the actual 
introduction of their new job begins. 
Everything that can be done to make 


the new workers feel at home in their Will it be a 


strange surroundings is undertaken. 
A 
Boxfoldia Ltd. of Birmingham. Every 
e on commencing is given a 

klet describing conditions of em- 
ent, so that he or she is aware of 
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This interview is followed 
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is adopted by through illness?” 
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many of your 
workers would plead 
"Nobody told me," if 
anything went wrong? 
A simple handbook 
will make every em- 
ployee feel at home 
at his job 


Al 


the type of works into which they have 
come. The firm knows, however, that 
any booklet cannot cover the problem. 
A booklet certainly can give a new- 
comer a theoretical view of the firm but 
the personal contact is considered to be 
the only one that can make the em- 
ployee feel really at home and a part 
of the organisation. 

Every new employee is, therefore, 
welcomed by an officer of the employ- 
ment department and is shown the 
various facilities and is later taken on 
a tour of the works, so that a complete 
idea of its layout and a fair idea of the 
product is obtained. 


These Ideas Help the Worker to 
Settle down Quickly 


During the second day the works 
engineer gives a short talk on safety. 
Throughout these initial proceedings 
the newcomer is constantly reminded 
that the management is always willing 
to help both in connection with 
problems connected with the factory 
and with any difficulties that may be 
experienced in other directions. The 
ramifications of the Charles Henry 
Foyle Trust, which is designed to help 
workers in their life outside the Box- 
foldia factory, are fully explained and 
the initiation of a new worker by these 
means does much to break the ice and 
help him or her to settle down much 
more quickly that would otherwise be 
possible. 

The management, however, recognises 


A. 
that whatever it may do the employee 
is always reliant on his fellow workers. 
To help in this direction older men and 
women are always encouraged to look 
after new employees and make them 


icel at home. Long experience in this 
has resulted in a substantial number of 
old employees being recognised as the 
ideal companions for a new worker. 


"Rules of the Game" make for 
Willing Co-operation 


The works manuals and welcoming 
systems described briefly are a far cry 
from the terse list of "do's" and 
“don'ts” which formerly passed for 
employees' handbooks, and in a few 
instances are still in use. 

It may take a little more time and 
thought to prepare a scheme which 
hguratively grasps the new employee by 
the hand in a friendly gesture of 
welcome, than one which merely shakes 
an admonishing finger in his face. But 
it costs no more to print warm friendly 


swords than cold, commanding ones. 
The little extra time and thought 


required to think of tactfully phrased 
"rules of the game" are well repaid in 
the increased willingness and co-oper- 
ation engendered among the staff. 
Careful explanations of policy are 
not only of direct benefit to the new 
employee in getting off on the right 
foot, but they save the company untold 
sums evéry year in avoiding accidents 
and mistakes which might have 
happened if "Nobody told me." 
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before an employee is entitled 


What is the extent of welfare activities? 
and safety 


f ¢ 
~ THESE ARE THE QUESTIONS TO ANSWER 
WHEN YOU COMPILE A "WORKS MANUAL"... 


—. What are the hours of work? 


What voluntary or compulsory educa- 


piece tional facilities are there? 


How does the Sports Club function? 


What help will the company give in the 
case of urgent need for money? 


Is there a savings plan? 


and, of course, 


What are the departmental rules of 
working? 
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CEDREQUENTLY Business is asked 
for advice on the best war-time 
“method to adopt to keep in touch with 
customers, both in Great Britain and 
overseas. Usually the enquiry comes 
drom a firm that has had to turn prac- 
tically the whole of its output over to 
‘a war basis. | 
Ta such cases, the problem is, of 
course, one of maintaining goodwill of 
pre-war customers and telling them of 
e plans that are being made to con® 
‘tinue production of the firm's known 
products and branded goods when 
conditions again permit. E : 
The answer to these appeals for 
dvice is obviously the news-letter. 
yduction costs of such a publication 
uld be negligible. The actual writing 
ld. be undertaken by a skilled 
alist or publicist—one well versed 
heart of condensation of facts into 
their smallest compass. 
is equally important. Here again, this 


* 


hone of these items need be costly. 
Paper Shortage Compels House 
Organ to Stop — 

The news-letter is, of course, the 
modern development of the house 
- organ, that popular medium of reaching 
customers with something much more 
personal and more chatty 
catalogue. House organs had many 
forms before the war, but not one 
published in Great Britain was looked 
for which it catered with greater 
expectation 
Matt Bros. & Co. Ltd. This firm is, 
se, one of the foremost firms 
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Presentation 


is a matter for the skilled artist, but. 


than a. 


forward to by members of the industry. 


than that published by average 2 
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A Big Engineering Group Proves Efficacy of 
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front pages of two NEWS-LETTERS. (below) 
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News-Letters.. to Maintain -< Goodwill 


engineers catering for the requirements 
of the textile mdustry. 

Platts Bulletin, as this house organ 
was called, was planned as a combin- 
ation of news of the company's 
activities and .a commentary on 
developments in the many types of 
machinery used in textile production. 


The News-Letter Serves the 
Whole Group = . 

But war-time conditions compelled 
the firm to cease publication of this 
journal. 
becoming so acute that a 
economical method had to be adopted. 
So, in place of Platt’s Bulletin appeared 
a news-letter. | 

Platt Bros. & 
concentration of companies, all of 
whose activities centre 
machinery for the textile industry. The 
importance of 
gathered from 
known collectively 
Machinery Makers.” 
these companies in the 
present time and the news-letter, which 
made its first appearance 


the fact that they are 
as “The Textile 
There are six ot 


firms in the combine. It is a four-page 
quarto sheet and contains on 
e 2,500 words and two of three 
small illustrations. © 0 

Now that this unique news- 





The shortage of paper was 


More xol o tr aaiae 
—of. congratulations on 


, Lat Co. Ltd. have in recent 
4nonths become the leading firm in a 


around 


this group may be 


group at the. 


| : | last January, 
serves as the joint publication of all 


the 


letter-has.. 


more than six months successful 
publication behind it, BUSINESS selected: 
it as one of the most useful public- 
ations of its kind to investigate. 
— The editors of this news-letter have : 
every reason to be proud of their work. 

When they ceased publication of Plati’s 





Bulletin, they expected a number of 


grouses from long-time readéfs. oo 
Fortunately, however, the news-letter — 
was published before the non-public- 
ation of the next . number of the 
Bulletin could be noticed. So, in place 
of the expected grouses came a flood 
oe: " the method | 
adopted to meet the drastic demands  . 
of war-time. conditions. pc qu 
“Important Link in the Chain of 
|. Goodwill? 
Explaining to their readers the 
reasons for the change, the editors told 





"how the Bulletin had been a "shop 


window" for the company's textile 


machinery and how, in a large degree, 


it had been an almanac of what was 
new.in the cotton world. They told 
how the news-letter would present . 
regularly to the cotton industry brief ^ 
but. informative “snaps” of the latest. .— 
developments. Its second purpose— EU 
important—they said, . 
was for it to be an important link in. 
the chain of goodwill between. the 
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` 
Engineering Firm to Complete 
Important National 
without Disturbing Normal Work 
OME short while ago we were 


asked whether we had any spare 
capacity which could help to produce 
500,000 blue prints for work of 
national importance, time being a 
primary consideration. 

After promising every assistance, we 
set about to obtain the best results we 
could. No extra staff or new machines 
were installed. 

The drawings to be printed were 
mostly 93in. X I4in. and 19in. X 14in. 
size; for these cut sheets of printing 


paper were used. Other drawings were 


27in. wide and varied from 24in. to 





War production imposes many 
heavy strains on industry. 
Seldom, however, has a firm 
been able to meet a sudden 
national demand with the 
promptness and skill deseribed 
in this article. 

The merit in this achievement 
obviously lies very largely in 
the degree of co-operation the 
management was able to 
secure from its staff. 












54in. long, for which rolls of printing 
paper were used. 

After attempting to run the extra 
work in with our own normal work, it 
was decided to keep the fast printing 
machine on our own work, and to pro- 
duce the smaller sizes of prints on a 
slow printing machine. 


"Payment by Results" achieves 
Unprecedented Speeds 


By careful motion study it was found 
that each operator could feed and 
print four drawings in the width of 
the machine. If, say, eight copies of 
each drawing were required, the prints 
were left in the tray until the whole 
eight copies were obtained. Counting 
of only one lot of prints in the tray 
was necessary, hence only one quarter 
of the time was taken. All similar 
prints were kept together and fed 
through the washer and dryer, so that 
the operator taking the prints from the 
delivery side of the machine had no 
sorting to do. 

Payment by results was introduced, 
and it is interesting to note that on the 
small sizes of prints, the fast printing 
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Alfred Herbert, Ltd. 


machine, with printing speed of 18 
feet per minute, could only have pro- 
duced 25% more output than the slow 
printing machine with printing speed 
of 5 feet per minute, 

During several week-ends both machines 
were run on the Saturday afternoon and 
all day Sunday with ten operators in 
attendance each half-day. The thirty 
operators consisted of the usual print room 


staff, augmented by junior draughtsmen, 
tracers and typists. 


The production of large prints, 
using rolls of paper, presented a 


These girls, with other members of the 


staff, sacrificed lunch hours and week 
ends to get this job completed 


problem but fortunately the prints were 
required in much smaller quantities. 

Again payment by results was adopted 
and sufficient junior draughtsmen were 
found who volunteered to work half their 
lunch-time to keep the machines running. 

Prints not washed during the lunch 
period had to be washed dried 
along with our own normal work when 
it was possible. 


and 





What Newspaper Readers Want 


Attention-Getting 


Advertisements Must Have 
Different Style Now 
built around movie stars or people 


t iex newspaper reader is changing, 
becoming more intelligent, more 
sophisticated; so much so that most of 
the cherished traditions in favour of 
“right-hand facing,” “next to women’s 
editorial,” may have to be scrapped. 

A two years’ continuous research on 
advertising readership of 24 news- 
papers by the United States Advertising 
Research Foundation shows that: 

Size doesn’t matter. 

Among the 90 best-read ads.. 27 
were from 70 to 300 lines, 51 from 301 
to 1,000 lines, only 12 were 1,000 lines 
or more. 

Position doesn't matter. 

Many advertisements in the back 
part of the paper attracted more 
readers than some advertisements for 
similar products and of a similar size in 
the front part of the paper. 

There is a slight preference for left pages. 

Position on page doesn't matter. 

Market for product largely governs 
attention an advertisement gets. 

Newsiness is vital. 

People like pictures of people. 

Nine out of ten of the best-read 
tobacco product advertisements were 


whose names are in the news. 

Readers do like smiles. 

So one old fetish stil] stands. 

Readers like "YOU" copy 

The second stand-by left us. 

Women like advertising to be helpful. 

All of the best toilet requisite adver- 
tisements were designed to help the 
woman solve some problem of personal 
care, Among the best-read grocery 
ads. six out of ten carried recipes. 

Readers like humour in drink copy. 

Says Printer's Ink, commenting on 
this report (published by the American 
Newspaper Publishers’ Association): 
"It's not the size that counts, it's not 
the position that counts, its the 
advertisement." 

We agree. <As the public becomes 
more familiar with advertising, it is 
becoming less gullible, easily 
pleased by the tricks and stunts, also 
more open to new ideas, more ready to 
study a reasoned case. 

For the rest, continuity is the 
greatest factor in securing conviction. 
Better thirteen small spaces than an 
isolated splash. 
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estimated the 


MONTH 


ago | 
real fall in consumption at 40%. 
Yet the Board of Trade is certain 
that only 50% of the pre-war supply ot 


goods is available for sale. Failure of 
consumption to fall to this level it 
correctly attributes to the “cushion” of 
accumulated stocks now rapidly 
diminishing. 

How much more light can we get on 
the subject? 

With the cost of living index prac- 
tically useless, with wholesale price up 
50% or over, with wages up slightly 
over 20%, with the movements in 


- population still continuing, it is almost 
‘impossible to gauge the level of con- 


sumption accurately. 


However, the Oxford Institute of 
Statistics has now done all that is 
possible. By cutting out seasonal 


variations in shop sales, by forming 
a quarterly index from the Bank of 
England shop sales figures, by allowing 
for changes in population (using the 
official map published in Business four 
months ago) most serious errors should 
have been avoided. 


Only 


Consumpton Has 

Fallen 13% 

HE Institute concludes that the fall 

in consumption per head of house- 

hold goods is probably at least 35%. 

The consumption of all goods per head 

has fallen by only about 13%. Sales of 

food have fallen from 3 to 8% per 
head, clothing by 35%. 

Admittedly, the cost of living index 
cannot be used as a test for the present 
rise in prices. From available figures, 
however, the Institute estimates that 


T p C 
T3 ot esM - 


the price of household 
goods is up by 25%, 
clothing by 75%. Food 
is up by at least 20%, 

However prices 
may rise, we must 
expect a further fall 
in consumption of 
household goods of about 15476, of all 
goods by around 37%, Here is the 
reason for the Board of Trade’s con- 
centration of retail shops (with which 
[ deal later). 

How is the present spending buyer 
actually dispersed? What is the 
magnitude of the drift of refugees to 
the West, of war workers to the 
Midlands and the North? 


Scotland Spends 20% Over 


Average 


HE Institute puts the increase in 


consumption in Scotland since 
mid.'38 as 20% above the national 
average. Unhappily there 1s no 


possibility of estimating the change in 
population here. In the North-east 
and North-west shops have risen by 
13% over the average with a rise in 


population of but 2% and 1% 
respectively. 
With a rise in population of 5% the 


Midlands and South Wales achieve 
only the same rise above average con- 
sumption, i.e, 13%. With an increase 
of no less than 11% in population South 
England increased consumption by only 
11% over the average. The failure of 
the South to keep pace with Northern 
and Midland consumption per head is 
extremely significant. 

Prosperity is shifting back again 
towards the North. But I am sur- 
prised that the low pre-war consump- 
tion in the North compared with the 
Midlands clouds the issue. It is 
obvious to the visitor that the Midland 
people are spending more per head 
than those in the North. 

The London figures are depressing, 
but less depressing than one expected. 
Central and West London with a fall 
of 52% in population decreased con- 
sumption considerably less. With a 
much lower fall in population (19%) 
the London Suburbs would appear to 
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Plan for a Further 
Fall in Consumption 


Says CECIL CHISHOLM, M.A., 


Consultant 


have decreased consumption more than 
proportionately. Over all of Greater 
London the fall in consumption was but 
25% below the average. 


Still No Ceiling to Wages 


HE White Paper on Price Stabilis- 

ation is a miserable namby pamby 
affair. Its feeble warnings will get us 
nowhere. 

The vicious spiral which inevitably 
translates higher wages into high 
costs, and higher costs into higher 
prices is an imminent danger. Yet the 
Government placidly remarks “The 
policy .'. . therefore, is to avoid modi- 
fication of the machinery for 
negotiations and to continue to hay 
the various voluntary organisations 
and wage tribunals free to reach their 
decisions in accordance with their 
estimate of the relevant cause.” In 
actual fact, only if price fixing, 
rationing and limitation of supplies 
can keep the cost of living index at a 
dead level, is inflation avoidable on 
these terms. 

But as rationing and limitation of 
supplies have failed so far to avoid the 
index rising from 145 to 199, so long 
as a large variety of goods are un- 
rationed, so long as there is no 


limitation of wages, there can be no. 


` 


prevention of inflation. 


Inflation is Already 


Here 
N fact, inflation is here. Witness the 


queues in every prosperous factory 
town for almost every article of food, 
witness the black market; witness the 
wages being paid to unskilled workers 
in aircraft factories. 

Sir Walter Citrine’s rejoinder is 
therefore logical. If wages are to be 
controlled, prices and profits must be 
controlled. Prices can be controlled by 


a wider system of rationing such as. 


E.P. IUS 


was employed in the last war. 
already limits profits on most of the 
war industries. It can be revised to 
fall more equitably as between the firms 
with "good" and "bad" profit bases. 

If the Government had a stronger 
erasp of the economic trouble these 
vital steps would be taken; inflation 
would bé avoided; and the country 
would save untold expense during the 
war and suffering after it. 


wage, 


0ntraction 


“was announced in the MR that | 


scheme for the 
production has 


i Board of Trade's 
ncentration of 


esulted in 110,000 workers and 164 


million square feet of factory space 
being. released for War purposes. Sir 
Andre ; Duncan said that the Board 
m ao proceeding to nominate 
nu firms in these sections of 
tries not covered by voluntary 
ement. So the above figures are 
"to be considerably increased. 

(ral of the City 


'$1s a disappointing result, The 
ain that labours to produce a 
has been cited. But this figure is 
lease. of. workers as from the 


ing of concentration on March 


Te does not take into. account the 
ndreds of thousands who have leít 


industries due to contraction before. . 


entration was applied. Nor of 
facturers who leave an industry 
her than be “concentrated.” 


Ost of the. factories that. have 


tion. - fot Souhgéf 
ij een dalle women, has taken 


"This substitution has not been 


ni into account either. 


Has ; Concur tion 
Done Its Job? 


N the cotton industry, concentration 


“is almost complete in the spinning 


277 mills nucleus, 198 closing) and 
eaving (300,000 looms will remain out 
of 500 000) sections. 
Sections it is not so far advanced, but 
any schemes have already been 
itiated | and some have ^ been 
proved. The most important consider- 
ion has been the need to maintain 


sential production despite the large 


of contraction of the industry 
he exceptionally urgent demands 


€ carpet industry, oat the request shop 


{ the manufacturer 


| p 
concentration of podeis 
en place in the first two sections 


| centration kas done its je b. fairly 
iently, but the job was not so big 


j it looked, And it is not finished yet. 


 Concen tration 


eve editors have. dec. 
ested that the release of 110,000 p > 


In the finishing 
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TOTAL. 
Food 


*""^à5»sesoun Otten 


CLOTHING 


3 
1334 


This ui shows that 
Es lothing purchases have: 


tt» 


total drop in consumptioi 
decreased by at least 3* 


quarter of 1939 (Oxford Institute af Statis 


to cut the number of sh jp keepe | 


out (a) Causing unneces: 


Ab) Infuriating the hous 


The exploratory questionnaire of the 
Advisory Comnuttee should- reveal a 


good deal about the traders’ point of 


view... Fortunately there are two 
representativ es of the workers and two 
of the producers on the Committee as 
well- as. Professor Sargent Florence 
(who must surely be responsible for the 
3/-question questionnaire). 

History of retail concentration will 
one day make interesting reading. 
While industrial concentration was 
opposed to by almost every industry 
concerned, it is the shopkeepers who 
have forced the pace on retail con- 
centration. This vital questionnaire is 
clearly devised to. give the Committee 
more information than is now available 
in the retail trade of the country. 
study of Marketing Survey of the 

y have convinced them of how 

y, not merely from trade to 

from county to county, even 

t : Sometimes local 

ita in others the 
A decline’ of the town’s 

industries. “Allowances will have to be 

made for these factors at last. Some- 

one will have to estimate the number 

of customers that really justifies a one- 

man, two-man, or three- -man shop of 

each tvpe. 

No doubt the questionnaire will also 
disclose whether any retail trade 
expects compensation to be paid by the 
Government. Any such expectations 
are doomed to disappointment. With 
each industry compensating its own 
surplus concerns, is it conceivable that 
the retail trade will be allowed to pass 
its burden to the tax payer? 

I am certain that concentration. of 
certain retail trades, notably grocery, 


mens’ wear, women's wear, drugs, .con- 


fectionery and furniture will yield more 


| youthful, Ait personnel for the factories 


trated” industries 


of the news -letter, according 


| followed. | 
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M^ CHURCE HULL'S refasak 
appoint a single executive 
the control of Production is a cala: 
Nothing less. Every man in ch 
of production knows this. | 
Lord Beaverbrook will have even. 
capable hands full in re-organising 
galvanising the inchoate mass 
administrative services valled 
Ministry of Supply. For this in 
control of the Ordinance factori 
all private concerns working 4 
Army, of all the material contre 
halt-a-dozen other fields as w 
we cannot look to him fo. 
ation of productión also. 
It is clear that neither 
Minister. nor the. oren 
the age. Inve 


(C ese | PING a ge 14) 
firm, as. manufacturers, and 
oe as customers, 

One of the most attractive featur 
to nii 
of its-readers, is the fact that it h 
created much of comparative inter 
by combining details of machi 
manufactured. by the other members: 
the group alongside Platt Bros.’ ¢ 
products. " iE 

What. th 


any Sere firm whic | 
the unenviable task of keeping 
markets alive and interested. 
present time. The Editors of B 
wil be sr to offer 

on the basic p 























































VERY manufacturer, even on a 


small scale, knows the colossal 
wastage that is inevitable when 
ge stocks of raw materials and 


cessary component parts have to be 
Thousands of pounds can be 
every year by haphazard pur- 
sing while, even if stock ordering 
ried out in the most careful and 
cious manner, it will mean that a 
substantial amount of capital is 
ssly tied up in stocks that may 
required for many months. 

extent of the stocks we carried 
er the old system may be gauged 
he bald statement that we market 
00 different products, 60 of which 
“classed as major lines, Even 
àllest of these products has over 
component parts. This obviously 
sant that we had to carry a wide 
ge of stock utterly disproportionate 
“our immediate or conjectured 
quirements. 








Idea 


We have been users of mechanical 
ountancy on a very wide scale for 
ny years and it was realised that it 
vould be possible to extend the 
pplication of the system we used to 
our purchasing and stock-keeping. 
The method we evolved was the 
of many months’ research, as 
ig of the type had ever been 
mpted. before. Even now, with the 
having over.a year of success- 
operation. behind it, 


System Gave 















ir o. the record dises used in the operation of this 
le. stock checking system. These forms provide 
"ying department with complete details of current 
requirements and possible requisitions 


Existing Mechanical Accountancy l 


we know n 
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This Comprehensive Mechanical System : 


Reduces Stock Purchases to Immediate UE 
Requirements for Orders in Hand 


By the Secretary of a Leading Engineering Equipment Company 


improvements can be, dun "These 
developments are, naturally, made only 
when we prove that they will: be of 
substantial: benefit to our. work. 


The basis of this company's sehe 


is that raw material and“ component 
parts are ordered only against definite 
production orders. Such orders are 
issued solely at the instigation of the 
directorate and establish. that. a certain 
quantity of a given type of product is 
to be put in hand. 

What is involved in the particular 
production batch in terms of raw 
material or purchased parts is, of 
course, known for the purpose of 
scheduling by means of component 
parts lists prepared by the drawing 
office. The method of quickly ascer- 
taining this information for the 


purpose of ordering or requisitioning 


15 interesting. 


Every Product is Broken Down to 


its Essential Parts 
For every standard product a series 


of master cards has been punched, one 
for each component part or. piece of 
r off" 


raw material, stating the ' "numbe 


is to abstract the appr 
master cards. to cover | 


appliance. 






: numbe f. 






UE quai 
These cards- 
permanent file. 





ity of each that is. required. 
are maintained | in ^a 











ie appliance 


under -review cand to list thenr-—a 


matter of a few minutes only—on the - 


tabulator. This gives a complete list of. 
everything required with the quantity 
of material for making one such 
All that is necessary is to. 
multiply these figures by the number of 
appliances to be produced to ascertain 
the actual requirements in. bulk. 


The situation is complicated by the 
fact that in any given product there 
may be complete main assemblies, sub- 
assemblies, purchased parts and raw 
material, but this is taken care of b 
a clear indication shown on the 
material list reproduced. The complete 
product is thus broken down into t 
smallest detail. : 

"From this point everythihg would be 
plain sailing if each production order 














started from scratch, as in the case of 


a new product. All that would be =. 
required would be the issue of a: 
: of I -orders . and. 



















| ver, the vast 
Í such orders are répeats of 
ous production and, therefore, 
e must be taken of two factors: 

ock of parts or material in hand and 
rts or material already ordered but 
not yet delivered or finished. This is 

















- ledger accounts, both of them posted 
and balanced on the tabulator. . 






that is, after the calculation of totals 
"has been made, new requirement cards 
"are punched which are posted to the 
debit of a “requirement ledger,” a 
specimen sheet of which is illustrated 
above. The balance outstanding is 
. picked up from a balance card in the 
nal posting manner and a new 
balance struck and card punched. 











Ledgers Prove Guide to 
Current ^ Requirements 


to the ledger are similarly 
n cards punched from either 








fa ured 5 parts). - fror 
ny balance . 







standing and. ER LC is a "dnninieht. 

7 ig nny às parts. come forward. A 

. credit balance, should one occur, at 
once indicates surplus stock. 

x So much for total requirements. 

-— How much of this calls for the issue 

of a purchase order or requisition on 





medium of the second ledger referred 
to, viz. "ordered" ledger. Debits in this 
case are posted from cards representing 
orders placed, while credits are from 
the same goods received cards as were 
used in the requirements ledger. The 
ordered ledger strikes a balance 
between goods received and goods 
ordered and the balance at any time 
represents orders placed -but not 
executed. og M 


Careful Coding is Sucre of 
Success of Whole System 


The method of ascertaining. ‘the 
. material required to be purchased and 
_. the parts to be made for each produc- | 
—. tion order is a mechanical operation in 
. which the following cards are run 
: dogetüer. through the tabulator: 
(a). The requirements balance cards 
on hand before. receipt of the produc- 
tion order; ^ 
. (b) The. requirements for the pro- 
duction order to. be dealt with; 
T he 













ordered | ledger balance 
at "Phe dures héted: as a result of this 
operation represent the difference 
"between outstanding requirements and 
^wnexecuted purchase orders. It is 
these lists that become the actual 
equisitions issued to : 

(a) The buying department to order 
the necessary material from supplier ; 
A (b) The factory to manufacture 
component parts. i 
his description gives, as briefly BS 














accomplished by. the keeping of two. 


From the completed material list, 


manufacture is disclosed through the 
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YOU 


The most careful and judicious 

method of ordering can mean that 

a. very substantial amount of 

capital is needlessly tied up in 

stock that may not be required 
for several months. 

This firm cut out all waste by 

ordering only enough to meet - 

current orders. | Even material — 

used for service repairs has. to je 
ordered separately, : a 


system as it is, but it may. “tok: LB o 








of place to refer to one or two matters 


of greater detail. 


In the first place, attention might be. 


drawn to „the carefully constructed 
coding which is an essential to 
success. In this case provision is made 


; for the complete codification of every 
part or sub-assembly, 


and all 
material is also adequately coded. 

In any system there are bound to be 
occasional deviations from standard 
practice, and in this respect this 
company is no exception to the rule, 
For example, parts may be drawn from 
stores for some purpose which was not 
scheduled at the outset. Typical 
requisitions of this type are for 
repairs, installations and miscellaneous 
sales- orders, the quantity of which 
cannot be anticipated. These requisi- 
tions, \ vhich are not, of course, covered 
by production orders, are disting "uished 
by their order class number and must 
be pulled and tabulated so that require- 
ments cards may be punched. 


Machine Cards Provide a “Live” 
Order File 

Again, suppliers, frequently deliver 
over or short of the actual quantity 
placed, thus producing a debit or credit 
balance in the ordered ledger. 
correct these discrepancies: adjustment 
cards are punched, | ` 

And now a few words as to what 


raw 





-eventually happens to the cards. After 


posting the requirements ledger the 
cards are sorted back into their various 
groups : 
l. Balance eas 
posting (dead); 


from previous 


2. Requirements cards and specia 
requisitions— (dead); 

3. Deliveries to stores — go to 
ordered ledger (made); 

4. Goods received cards — go to 


ordered ledger (purchased). 

After posting the ordere d ledger the 
dead balance cards are.extracted and 
the remainder (ie. purchase order and 
goods received cards) are merged with 
the purchase orders live file, which 
contains cards for every open order or 
partial delivery on such order. 

A tabulation of these cards shows, 
against each purchase order number 
the supplier, production order number, 


quantity . ordered, quantity delivered 
and balance ontstasding, A total is 
A balance 








the 
rt number. 


HOW MUCH CAPITAL HAVE 
TIED UP IN STOCK? 





To l 








pe a purchase ee is comple 
cards are pulled from the file so- 
it contains only open orders, care | 
taken to see that no cards are 
unless orders and deliveries are ec 
Otherwise the balance shown on 
tabulation will differ from the bala 
shown in. the. ledger. i 

WE ibulation of manuf 
ers and deliveries ! 
ia > teh order live file, : 
exactly the same way as the 











































donchly Check is Made for 


Costing Purposes 


Other tabulations include a 
parison of requirements and o 
separately, as between purchased 
and Pr Mode in order to ri 
rta: ind excesses of require 
i, for costing purp 
tabulation EE ; made of son manuíz 
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sorted away from the DUE 
live file and tabulated, showir E 
number, batch number, quantity 
partial or final delivery, 

From this latter tabulation, cards Ps 
punched for each final delivery a 
serve as heading cards on the 
pleted cost tabulation. They are s 
used to spht the ordered le dge er dive fili 
between orders completed and order 
still open, by matching them with thr 
ordered ledger cards on the collating 
machine and extracting any card 
which agree. | 


Value of System far Outwei 
Cost of Installation and Operat: 
A further use is made of the mas 


material cards already employed : 
preparing the material list, to ascer! 


whether any redundant stock is be 
carried. This is achieved by mate 
the master material cards c 
products, on outstanding pro 







orders with the balance. cards ; 
stock record ledger, B | 

















ior current Se A on! 18 ; autor itr 
ejected. A tabulation of these. 
is submitted to a salvage comm 
thus keeping redundant stock 
close control. 

It was the company's ma 
director, who, with commendabl 
sight, realised that stock could: 
efficiently controlled by M 






chases to pre duction order 
course, th <. am SORS. 
mechanised- is was con 








necessary, ional equipm 

installed and plore the tat 

the buying department, in 

orders on “suppliers, now kne 

position with far greater spe 

accuracy, | | 
This very complete and efficient” 







scheme of control is an achievemet 
considerable economic value to 
Ma ia Eus Es efits m. ; 
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How To Speed Up The Opening 
Of Mail 
HIRTY to forty letters can be opened 


simultaneously by rigging up a simple 
device such as the following, All that 


3s needed is a wooden block covered with 


a sheet of medium-coarse sandpaper. 

A group of letters are held together 
and tapped on a level surface until the 
top edges are level. Then the sandpaper- 
block is drawn across these level edges 


- with a slight sweeping motion several 
times. No damage is done to the enclosures 


and the envelopes are not ripped except 


~ along the top edge. They can easily be 
" used again with economy labels, 


Show Employees Where the 


Money Goes 


NE firm which had experienced con- 
siderable trouble with its labour 
force, at a time when its finances were 
somewhat straitened, overcame this dis- 
gruntlement by telling all its employees 
happened to every pound the 
company earned. 
With the wage envelopes one week was 


- enclosed a little graph which showed that 

materials and supplies absorbed 45 per 
— cent. of the earnings, 
- salaries 


that wages and 
ate up 32 per cent. Other 
figures shown were taxes 14 per cent, 
interest on capital 2 per cent, and other 
manufacturing, distribution and miscel- 
laneous expenses 7 per cent. 

When the staff were told these facts 
most of the grouses of the staff vanished. 


Emergency Help During Rush 
Periods 


HERE are íew offices that do not 

experience departmental rush seasons. 
Often one department will be overcrowded 
with work when others are not busy. 
Much of the difficulty resulting from 
these emergency problems can be over- 
come when there is a proper listing of 
employee qualifications. A cross index 
record of every employee by secondary 
experience or training should be com- 
pleted. Thus, Miss X is regularly 


— employed as an operator of one type of 
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accounting machine, 
but she may also have 
had experience on an 
entirely different type. 
Her name should be 
filed under both jobs, 
to give a record of 
her dual abilities. 
When emergencies 
arise extra operators 
may be found by quick reference to the 
personnel records. Many employees who 
feel contented with their work may 
hesitate to inform office managers of 
their secondary qualifications, But it js 
important that these facts be known 
because it helps in switching employees 
to different departments during rush work. 
One office manager who uses this system 
has a possible substitute for every key 
worker in the office, so that illness, holi- 
days, rush periods and other emergencies 
seldom find him without proper personnel. 


® 
Follow-up System Brings 
Answers to Letters 


BS men who find it difficult 
to keep track on unanswered letters 
might do well to adopt this simple follow- 
up system, which has proved efficient 
when used by one firm over a period of 
years, 

When the typist or transcribing-machine 
operator types the letters, have her take 
two carbons of the letter on different 
coloured sheets, say one of yellow and 
the other of pink. The yellow sheets 


Gentlemen: 
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Office Efficiency 


and Economy 


are then sent to the general files, or what- 
ever files are used for the correspondence 
of the executive in question. The pink 
sheets are placed in a file dated ten days 
ahead. 

When the ten days have elapsed, the 
pink carbon is placed on the desk of the 
executive who dictated it. If a reply to 
the letter has been received, the pink 
carbon can be thrown away as there is no 
further use for it, On the other hand, it 
may serve as a valuable and timely 
reminder that the letter has not been 
answered, A follow-up letter can then be 
dictated. 

o 


Eliminating Expense Of Monthly 
Statements 


É i expense of mailing statements 
each month is particularly high at the 
present time and a number of companies 
are trying to economise on this item. 
In the accounts department of many 
businesses accounts are paid on the 
invoices, which are carefully sorted and 
filed, and the statements are only thrown 
into the waste paper basket, 

One firm is overcoming this by sending 
out a reply card with the first invoice to 
all customers. The customers are asked 
to check “yes” or “no” as to whether they 
required a monthly statement. They 
report that 80 per cent. of their customers 
do not need or want statements. Collections 
have not suffered ta amy extent by the 
elimination of statements where the cus- 
tomer says he does not want one. 


In an effort to eliminate unnecessary 
clerical work, and to save paper, we would 
appreciate your indicating below if you 
desire a monthly statement, 


We want a monthly statement... 


We do not want a monthly statement... 


SEPM Is NT IE DR DERE EISE LR 


(name of firm) 


A return postcard to customers will weed out those who do not require 
monthly statements, thus doing away with unnecessary posting and paper 
costs 
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By JOHN BURKE, Barrister-at-Law 
Editor: Loose-Leaf War Legislation; 
Encyclopedia of War Damage and Compensation 


_. Mr. Burke, one of the leading authorities on business law, prepares 
this digest to explain briefly every important Act, Order or 
Regulation coming into operation during the current month. 


The notes which follow cover the period 
from July 7, 1941. They are arranged in 
alphabetical order and numbered. A cum- 
ulative index covering all previous notes is 
to be found at the end. | 

The references in these notes, e.g. SR. & 
O. 1941 No. 939 are references to the 
Statutory Rules and Orders of 1941 
published by the Stationery Office. 


53. Aliens 22 
As-to the registration of Austrians, Germans 
and Italians employed in industry see S.R, & O. 
1941 No. 1020. | x MM 


54. Clothes Rationing 

- The Consumer Rationing (No, 2) and (No, 3) 
Orders 1041 (S.R, & O, 1941 Nos, 939, 1011) make 
mportant amendments in the rationing scheme 
(ns to which see June issue para. 23). As to 
seasonal goods see S.R. & O. 1941 No. 540; as 
to. ships stores, No, 1012; as to the return of 
coupons surrendered, No. 1013; as. to the use 
of rationed goods by registered traders in the 
manufacture of unrationed goods, No, 1014; as 
to officers’ uniforms, No. 1015; as to hire and 
supply ‘on approval, No. 1016; as 
replacement, anti-scatter fabrics and certain 
surgical goods, No. 1017; as to the supply of 
cloth and hand knitting yarn to registered 
persons, No, 1018; as to clothes for miners, 
No, 1090; as to supply to unregistered makers-up, 
No, 10901; as to protective clothing, No, 1093. 


55. Debtors and Creditors 


The procedure by which a debtor who, 
owing to war circumstances, is unable to 
meet his obligations and is anxious to 
avoid bankruptcy, or, in the case of a 
company, winding-up (see July issue No. 
39) is prescribed by the Liabilities (War- 
Time Adjustment) Rules, 1941 (S.R, & O. 
1041 No. 942). These Rules are as 
important to creditors as they are to 


debtors. 
The general procedure is for the debtor to 


apply to the adjustment officer, In London. the. 


adjustment office is at 6, Bedford Square, W.C.1. 
Elsewhere the address of the adjustment officer 
is obtainable from the local County Court. The 
adjustment officer will arrange an interview. at 
which the debtor must make a full disclosure of 
his financial position. The adjustment officer 
will either inform the debtor that he does not 
consider he can help him or tell him to apply 
to the Court for a protection order, or he wil 
take steps towards making a scheme of arrange- 
ment by giving notice to all the creditors 
requiring them to lodge proofs of their debts 
as in bankruptcy, A meeting of creditors will 
^ usually be held to consider the scheme. If the 
scheme is agreed to by the debtor and all or 
.& majority in number and value of the creditors 
and.is à fair one it wil be approved by the 
adjustment officer and be binding on the 
 ereditors. A dissenting creditor may, however, 
appeal to the Court to have the scheme varied or 
revoked, 

If a scheme of arrangement is not arrived at 
the debtor can apply to the Court for a protection 
order, The effect of a protection order is to 
prevent any obligations being enforced against 
the debtor without the leave of the Court. 
During this period of grace the debtor's affairs 
"wil be reported on by the adjustment officer and 
after all parties have heen heard the Court will 
consider the making of a liabilities adjustment 
order under which very considerable adjustments 
can be made in the obligations of the debtor 
and the rights of landlords, mortgagees and other 
creditors, 


< 9E of the Defence 


56. Finance Regulations 


E e | (finance) Regulations, 
n3 rovides for. the payment of sums which 
^ Vransferred. abroad inte. blocker 


_ Biscuite: licensing and control; 


to glass 


wW 


standing to the credit of such blocked sceoum 
are specified by SR., & O, 1941 No, 844. 


51. Food E 
S.R. & O, Ipi 
No, 961. 


Bread: licensing of producers; S.R. & 0. Ña 


No. 880. 
Cheese: prices; S.R. & GO, 1941 No, 945, 
Chocolate: drinking; S.H. & Of 1941 No, i70, 
Current prices: SR, & fF UML Nas. 
1075, 


(Continued. at top of next cole) 


accounts. The investments authorised for sums — 


1050, 


sée B 


Eggs! control aud prices; SR. & O, 1941 


fà, 1049, li 14. 47 - 
Feeding Stuffs: control; 
200, 004, 1020, i052 


SR A 


t: imported canned: SE., & O. 
Fad 1 E 


No, 1065. | | 
Onions prices; SR & ; E 
rop contre): No, 1190, A" 


H 


59. Income Tax and 


The following is a summary of the provisions 
of the Finance Act, 1941, relating to income tax 
and surtax. : 

(1) Rates of Tax, The standard rate of income 
tax for 1941/42 is 10/. in the £ (35.1), surtax 
will be'payable on incomes for 1940/41 in excess 
of £2,000 at the same rates as last year (8.5.). 


Surtax- will be payable on incomes for 1841/42 a 


rate is 6/6 in 
relief reduced from. one 
with maximum 


from £120 te 


in excess of £1,500 (84.). 

(2) Reliefs. (a) the reduced 

. the $; 
. (b) earned income 
-sixth to one-tenth 
| allowance of £150; | 
(c) age relief reduced from one-sixth to one- 
tenth of total income; 
(d) single person's personal allowance reduced 
from £100 to. £80; . 
(e) married man's personal allowance reduced 
from £170 to £140; 
4f) additional personal allowance in respect of 
wife's earned income altered from fiye- 
sixths to  nine-tenths of the earned 
income; maximum allowance remgins at 
£45; 
(g) exemption limit reduced 
£110 (8.6.). 

(8 Post-war Credits, The extra tax borne by the 
reductions in earned income, age and personal 
allowances and exemption limit are to be credited 
to & person after the war. The amount to be 
credited cannot be assigned or charged (5.7). 

(4) Diminution of Income. The relief given in 
SAI of the Finance (No. 2) Act, 1939 where there 
has heen a diminution in earned income is con- 
tinued (8.8) where the total income for 1988-89 
is higher than the income for the current year, 
the limit of one-sixth for relief in respect of 
life insurance premiums is based on the higher 
income (59). . 

(5) Farming Profits, Farming profits. are charge- 
able to tax under Case I of Schedule D instead 
of under Schedule B (5.10), except where the 
annual value does not exceed £300 (5.11), Market 
gardening profits are also chargeable under Case 
l of Sehedule D, (5.16), 

(6) Collection of Schedule A Tax, A number of 
alterations have been made in the machinery for 
collecting tax in cases where the premises are 
subject to a base (SS, 12-16 and First Schedule}. 
Where the premises suffer war damage and the 
rent ceases fo be payable or is reduced, the 
burden of tax ean be adjusted (5.16) —— 

(7) War injuries to Employees. Payments made 
under special] war-time arrangements providing 
extra benefits for war injuries are not deductahbie 
in computing profits (5,17). 

(8) Concentration of Industry, Where factories 
have been elosed down and production transferred 
to a nucleus concern under the schemes for 


. concern (8.18). 
tion. Exceptional war 
OTHE Lax pur- 


poses on the same lines as already 
Excess Proffs Tax (8.19), = 
(10) Set.off of Losses, A loss in a frac 
profession or a vocation may mow - 
against profits in any other tirade, 
Or vocation in sn assessment far 
subsequent years (8.2 
(11) Evacuation. 
Cases I and H of Set 
E may be &ssessé 


have evacuated (8.2 
(12) Employees 
income below whi 


returned is 


proportionately re - 
(13) Travelling Expenses of weekly 
Earners. Where the p of work drop 
of a manual wage esrmer who ts 
yearly has heen changed owing to 4 
additional travelling expenses up to BB 
be deducted from the wages assessed. 
(14) Tax Free Payments, Where g 
under an obligation to make a tax-free 
eg. where interest is payable ai sne 
rate as after deduction of tax will hay 
net rate or where an emplover has und 
to pay an employee's taxes, the oblig 
limited to making such a payment 
have been tax free before the war: the 


employment. is mo 


is liable to bear the war increase of taxable: 


(15) Time for Lodging Case Statod 
for lodging cases siated {s inerek 
$1 days (8.47) 


(Please turn te page | 
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Absenteeism and Unpu 
tell you of the 


luty to be at work o 
prompt employee is doimgi m 
than he or she is paid for and; 
fore, deserves no special commendation 
But when a habitually late worke 
hears a prompt employee receiving 
praise it hurts more than if he or 
she is “bawled out” for being late. 
Post the names on bulletin boards of 
nployees having long records of 
perfect attendance. _ 
. e 


TWO 


i RGANISE employees by depart- 
AZ ments and encourage each group 
to vie with others in perfecting 
attendance records. When employees 
nd that an otherwise perfect atten- 
ce record is being spoiled by one 
two habitually late comers, they 
ll quickly pounce upon the tardy 
and bring them in on time. 
ployees are notoriously stricter 
at these matters when permitted to 
al with them in their own way, than 
hen the management takes a hand. 
‘he management is inclined to forgive, 
o overlook and to relax rules. In 
onnection with this method it has been 
und worth while to give à cup or 
phy to the best department. 


e 

THREE 

ALISING that often the unpunc- 
uahty.of a worker might be due 
war-restricted traffic conditions, and 
derstanding the frame of mind of an 
mployee who may have left home in 
enty.of time only to be delayed by 
irksome hold-up, one firm decided 
make strict punctuality an attraction, 
nif it meant the worker would have 
allow time for possible delays en 
te. Each department was treated 
s à separate unit and if the depart- 
pent as a whole did not have an 
nreasonable number of "lates" in any 
onth, an employee in that department 
who had a perfect record of attendance 
uring the month was entitled to a 
iid-week half-dav's holiday with pav. 
is time off had to be taken. within 
y. days of earning it and was to be 























Four Executives, inspired by recent articles on 





















































arrangement with the depart- 





nctuality in BUSINESS, 


methods they employ Lo reduce 
* these problems o 


al manager. The likely prize- 
ers saw to it that their extra 
iday was not jeopardised by their 
ow-workers—in fact, the employees 
1o has previously had bad records for 
lack of punctuality became the 
nest to arrive in good time: With 
) months in which to arrange the 
jalf-day holiday, the department 
managers are able to select a day when 
work will be” reasonably slack and 
‘actual production not unduly impeded. 








. FOUR 

FING late workers, making them 
sign slips acknowledging lateness, 

and other such plans may seem to 
encourage punctuality, but the net 


result is often a group of disgruntled 


employees. Here is.a plan which works 
because it is good-humoured. Use some 
sort of comic animal, such as a donkey. 
if the employee is frequently late— 
say two or three times in one week— 
place the miniature animal on his or 
her bench or desk, chaining it to some 
stationary object with a padlock. Leave 
it there until some other employee piles | 
up an equal or worse record. Many an 
employee will be cured of the habit of 
coming to work late just to escape to 
the jibes of fellow workers. 





BUSINESS Guide to War-Time 


(Continued from page 21) 


* 60. Industry | 
Under Location of Industry (Restriction) Order, 
1041 (SR. & O. HL No, 1100) no person may, 
without a Board of Trade licence use as a factory 
or warehouse any premises with a floor area of 
3,000 or more feet super which were nof, on the 
"prescribed date" being already used for such 
purposes, Similarly, premises of the same area, 
which on the prescribed date had been or were 
used as a factory or warehouse, may not without 
a Board of Trade licence, be used for any trade or 
business which was not being carried on at those 
premises on that date. The "prescribed date" 


is the date on which the Order comes into 
operation, This has not yet been fixed. The 


Order does not apply to local authorities. 
Premises used for the storage of articles for 
not longer than 28 days are exempt but the 
Board of Trade must he informed in writing of 
such use within 10 days from the day on which 
such use began; see S.R, & O. 1941 No. 1101. 


61. Limitation of Supplies 


Supply to Metropolitan Police; S.R, & t 
No. 1057; silk half hose; No. 1058; cloth and 
clothing; Nas. 1091.—1093; supply to W.V.S.; 
No, H18, 


62. Motor Vehicles 


No person may acquire the ownership of a 
registered -mechanically propelled passenger road 
vehicle vother than a trolley vehicle or tranicar) 
constructed for the carriage of not less . than 
40 persons and their effects except by licence 
granted by or under the authority of the "Minister 
of War Transport; see S.R, & ©. 1941 No, 983, 


63. National Service | 

The National Service (Armed Forces) Act, 1939, 
&.14 provides for the reinstatement by employers 
of employees at the end of their service. The 
rules for preventing evasion of this have now 
been extended to persons called up for civilian 
service; see SR, & O, 1941 No. 871. The pro- 
visions as ta the adjustment of the contracts ot 
employees and apprentices are similarly extended ; 
see SR, & O. 1941 No, 878. 


64. Price Control 


The Goods and services (Price control) 


mes 


to 


by. order fix 





the 
goods 






controlled, 





scription of . as for 





to indicate that the goods are price 
Goods sold by auctión and 
goods for export are exempt (5.1). 

The Board may by order fix the maxi- 
mum charge to be made for performing. 
any description of service (5.2.). 

Where price-controlled. goods are offered for sale | 
with uncontrolled. goods, the prospective buyer 
may require the composite offer to be analysed 
to show the price asked for. the price controlled 


goods. Similar provisions apply to an. offer to 
perform services — including .— priee-controlled 





services, The Board of Trade or a price control 
committee may also require the information (8.8). 

Holding. up the sale of stocks is prohibited, 
1$ will þe a defence for a. pon charged with 
holding up stocks to prove that he was asked to 
sell in a manner contrary to: normal- practice or 
that the sale would involve x breach of a lawful 
obligation or would interfere with the orderly 
disposal of stock amiongst regular customers 
(8.9). EO 

The Act is te be enforced by price regulation -. 
committees who .have considerable powers of - 
inspection and. of demanding information (BS. 11 - 
—15). - EP " i 
65. Purchase Tax 





Gifts by wholesalers and manufacturers for the 
relief of distress are exempt (Finance Act, 1941 
8,48). 

66. Raw Materials, Manufactures 
and Commodities 

Chrome, magnesite and wolfram; control; S.E. 
& O. 1941 No, 1076. 

fron ana Steel: control; S.R. & O. 1941 No. 
1010; foundry bonding materials; No, 1077. 

Leather: control; S.R, & ©. 1941 No. 1005, 

Potash; control; S.R. & O, 1941 No. 931. 

Ramie: control; SR, & O, 19041 No. 1056, 

Willow Rods: control; SR. & O. 1941 No. 1008. 


67. War Damage 


Local authorities are given special powers of 


salvaging and ‘storing property from war 
damaged premises; see S.R. & O. 1942 No, 917, 


para. 8, 

Local authorities may carry out repairs to 
houses without first satisfying themselves that 
the owner is unable or unwilling to repair the 
house, and they have absolute power to carry 
out urgent repairs (Repair of War Damage Aet, 
19841). 

the 


1941, 


"risk 
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10 SHORT RUN DUPLICAT- 
ING IN FIVE COLOURS 


A reproducer specially designed to 
handle short run duplicating jobs, has 
just been added to the range made by 
a leading British firm. This machine, in 
common with the seven others made by 
the same company, can reproduce on any 
size of paper up to I3 in. by 16 in, It 
does not require special papers and 
satisfactory results can equally well be 
obtained with tissue or heavy papers, 
manilla or thin board. Other notable 
points in its favour are that it can 
reproduce in five colours at one operation, 
running costs are negligible, no inks, 
gelatine or stencils are required and no 
cleaning has to be done. 


il NEW MACHINE FOR 
STENOTY PING 
The first British built stenotyping 


machine has just been introduced, Among 
the many advantages claimed for it over 
its foreign-made competitors the foremost 





The new British stenotyping machine 


is that the extra keys it possesses—it has 
a third more than any other machine— 
gives the operator a better range and there- 
fore greater speed and accuracy. A 
competent operator can easily acquire a 
speed of 180 to 200 words a minute. 


12 ELECTRIC HAMMER 
FOR WALL DRILLING 


jumping holes in 
employs a 


This, hammer for 
brick, stone, concrete, etc., 





Electric hammer for holes up to iin, dia. 


170-watt universal electric motor running 
at 4,500 revs, per minute, It drills holes 
up to 3/8 in. in diameter, 
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for the Office 

Transport. 
Factory ARP 
and Lighting 


Readers are invited to make 
use of this valuable infor- 
mation. The name and 
address of the manufacturer of 
any product described may be 
had on application to the 


Editor, BUSINESS, White- 
friars House, Tallis Street, 


London, E.C.4. To simplify 
your request you may refer to 
the items by number only. 


Manufacturers and distri- 
butors are invited to send com- 
plete information about their 
new products for inclusion in 
this feature. 


J $3 HANDBOOK OF 
*" WORKSHOP PRACTICE 


Two. men who play an important part 
in the training of young men and women 
for engineering work, have produced a 
handy little textbook "Workshop Ways." 
As a trainee's introduction to general 
workshop practice this little book gives 
a very comprehensive picture of engineer- 
ing shop work, Separate sections deal 
with the prevention of accidents, workshop 
calculations, reading of workshop draw- 
ings, precision instruments, tools and 
materials, The price of this little hand- 
book Is I5, 6d. 


l 4 MOBILE TRAILER FOR 
CO2 EXTINGUISHERS 


The value of carbon dioxide for the 
rapid extinguishing of fires caused by 
highly inflammable liquids is well-known. 
leing an inert gas it smothers the flames 
by displacing or diluting the air so that 
there is not enough oxygen remaining to 
support combustion, Being a non-conductor 
of electricity this gas is also of great 


23 


value for electrical fire risks. The great 
handicap to wide use has been the bulk of 
the containers for the gas, bnt this has 
been overcome by the production O1 special 





One of "the new CO2. container trailers 


trailers and tents, aS shown above. A 
number Of 5o Ib. cylinders can be 
on a single trailer; 


I5 LIGHTING FOR LOCAL 
ILLUMINATION 


small wall-mounted — air- 


transformer, rate at Sova at 


carried 


This 


isolating 





New 3-arm lamp for close work 


400 ; 30 volts, SO cyt les. IS Stiri ah] 
local lighting. of machine tools, 
IG LIFTING MAGNETS FOR 
FACTORY TRANSPORT 
Magnetic materials as hot as 700 deg 
Centigrade can be lifted safely with these 
magnets, shown here in the 36 in. dia- 
meter size. Automatic control reduces 
current after the first few seconds, 


resulting in a cooler operating magnet 





Metals as hot as 700° C, can be lifted with this magnet conveyor 
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devoted both 
their 
artificial lighting, but have ruined their 
natural lighting by blacking out their 


factories. 
If a firm of electrical lamp manufac- 


ANY 
thought 


firms have 
and money to 


turerers could produce a lighting 
system which would give a completely 


— natural light, comparatively free from 


shadows and, except for a moderate 
installation charge e, an average of 13 


E. hours lighting per day free of all cost, 


most industrial concerns would be 


E. interested, 


]t is probable that most factories 


— would install this marvellous system. At 










any rate, it is not likely that a new 
management finding such an arrange- 
ment already installed would deliber- 
ately and at some cost, scrap it. 

Yet Nature, combined with the 
architects Who designed the factory, 
has installed this system, and hundreds 


of well-run concerns have decided to 


scrap it. We refer, of course, to 
natural daylight through windows. 


Daylight Helps to Tone-up 
Morale 


The writer has visited a great many 
factories where the operatives work in 
perpetual gloom. It is small wonder, 
that workpeople sometimes are over- 
anxious for the completion of their 
day's work, Some managements have 
installed electric lighting that only just 
meets the Government requirements. 

During the last winter months, 
except for lunch-hour intervals, there 
were factories whose workpeople did 
not see daylight from Sunday to 
Sunday. They rose in.darkness, worked 
by artificial light, and departed in 


- darkness. This was followed by a short 


before sleeping in a 
This cannot be 


meal 
shelter. 


evening 
crowded 


" beneficial to the health or nerves. 


It is, moreover, ruinous to the eye- 
sight. In an office in London the large 
skylight and the windows which gave 


a Lm 4 - 


Og 
E sees 


Tee) ore 
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Are You pec 
Your Daylight 


How to Solve the Problem of 
the Blacked-Out Factory 


natural light were blasted by the 
November raids and boarded up. Again, 
the management did not improve the 
electric lighting. By March, 1941, every 
member “of the office reported à 
deterioration of eyesight and 334 per 
cent. had the lens of their spectacles 
altered in one way or the other. 
Although renewal was costly, a new 
skylight was installed. The sense of 
relief was reported as enormous and a 
general “tone-up” in morale was 
effected. 

In another concern of national repu- 


tation, blackout blinds were installed 
and the paint on the glass was 
removed. When the first blind was 


raised to admit the daylight a spon- 
taneous cheer broke out from the 
hundreds of girls working. 


Bad Blackouts Exclude Light 
and Air 


During the early part of the war, 
millions of windows were painted out. 
it was cheap, blackout fabrics were 
unobtainable and it was a quick method 
of commencing night work. There is, 
however, no such excuse now. 
Materials are obtainable during the 
summer months. Blackout blinds, re- 
movable shutters or curtains, may be 
installed at leisure. 

Moreover, long daylight enables the 
blackout contractor to work long 
hours. He, at least, is unable to work 
after darkness. Furthermore, blind- 

makers have gained considerable 
experience since September, 1938, when 
the necessity of excluding lights was 
first realised seriously. 

Another of Nature’s great gifts— 
fresh air—is also being neglected. 
Nevertheless, normal ventilation is 


In this regular feature ways 
and means of improving the 
A.R.P. organisation are dis- 
cussed for the benefit of 
Executives in charge of A.R.P. 
Readers of BUSINESS are 


invited to send their A.R.P. 


queries to the editor. Infor- 
mation on every aspect of Civil 
Defence is available. 


A new A.R.P. Device is 
described on page 23. 





possible. Whilst the blackout is in use 
it is now possible for the windows to 
be left open. But such blinds, shutters 
or curtains should be strongly construc- 
ted and scientifically designed by a 
reputable firm or else trouble will ensue. 

With roller blinds, cross-ribs should 
be firmly sewn in at intervals, and 
ventilation allowed to pass through 
baffled grooves and casing at the top. 
There is one ingenious patent blind, 
quite reasonable in cost and extremely 
reliable. With curtains there are 
various light-proof ventilators on the 
market, one being of light fibre sewn 
into the curtain itself. 

For the average factory window, a 
properly constructed industrial type 
blind for good all-round use cannot be 


excelled. An ordinary domestic blind 
merely adapted is rarely a success. 
Curtains are preferable in some 


instances, but again it must be borne 
in mind that rougher usage must be 
expected and allowed for in the design 
and weight of the fittings. 

Both blinds or curtains may be 
successfully employed for patent 
glazing (commonly known ~as the hack- 
saw roofing), and will often prevent 


glass from falling on valuable 
machinery. Sliding shutters have been 


known to jump when distorted by an 
explosion as, unlike blinds or curtains, 
there is no “give.” 


Blackout Costs Can be Charged 
Against Income Tax 


There are two objections sometimes 
raised against fitting blinds or curtains 
to saw-tooth roofs, 

1: The cost is too high. This can be 
halved by blacking it out on the “hit 
and miss” principle, i.e. one bay painted 
out and one bay blinded. 

2. Glare on the glass by moonlight. 
This is quite difficult to spot from a 
moving plane for long, but in any case, 
there is an excellent translucent paint 
which prevents reflection that may be 
applied cheaply. 

Regarding Income Tax and E.P.D., 
the installation of black-out blinds or 
curtains is usually allowed as an 
expense. As for the Purchase Tax, the 
Government have so far recognised the 
importance of removable blackout in 
factories by exempting them from tax. 
The authorities stipulate, however, that 
the design must be such as to be un- 
suitable for office or domestic use. 
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For safety's sake you should use accounting and record 


rulings which are standardised 


Me 


+ 


rapidly replaced in case of loss—thus facilitating the 


* 


restoration of normal business activities. 


.* 


one" 


Kalamazoo have 150.000 designs available (for Loose- 


leaf, for Visible and for Machine Accounting) pre- 


* B 


pared for 60,000 customers. They cover practically 


all purposes. Very many of them are printed and 
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are in stock—others are available at a few dav's notice 
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—to replace your lost records without trouble and 
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delay. 
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If Kalamazoo print your forms to your own special 


m" 
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design, the printing medium is retained in the Strone 
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Room ; your risks are thereby spread and you make 
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certain of quick replacements. Ask your local 


Kalamazoo Representative for particulars. 


Kalamazoo Ltd. 


NORTHFIELD . BIRMINGHAM 31 
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EU ids of the Wolseley A Motor 

— Works having their Winter 

~ 


Sunshine (top) and Lord 
Nuffield with pilots of one of 
- the night fighter Squadrons to 
which he has presented tonic 
sun-lamps 
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/ RTIFICIAL sunshine turned on 
i for each worker for a few 
~ minutes a day is keeping factory hands 
T all over the country fit and full of 
© energy 

E Bl lacked- out factories and long 
T working hours combine to deprive men 
"and women in essential industries of 
A much of their very necessary vigour. 
© Fortunately, science had ready the 
E solution to these  health-destroying 
~ conditions. To-day, factories all over 
~ the country have installed batteries of 
-- indoor "sunbaths" to ensure that their 
—- workers shall have every chance of 
T maintaining their health at its peak. 
i These  "sunbaths" — lamps that 
F radiate valuable ultra-violet rays to an 
» extent even greater than the sun does 
© in these latitudes—help workers to 
— maintain energy, cheerfulness and 
resistance to infection. Hundreds of 
L- firms, ranging from retail stores to the 
T largest manufacturers, have installed 
— solaria — specially equipped rooms 
~ where this artificial sunbathing may 
a take place—and let their employees 
Le attend them freely, even during work- 
E ing hours. 


Pet reves Tr 


i 


LM X 


-—  Vith Dictograph Telephones installed the Chief 
Executive can communicate with any depart- 
t ment direct — by a simple flick of a key. All 
T. departments can also communicate with one 
: another, but executive calls get priority auro- 


matically, A representative will gladly call to dis- 
cuss possibilities, Information, demonstration, 
survey, estimates or rentalterms-—free on request. 
Twenty-five years experience at your disposal. 
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be Reduced and 

pem Increased 

when Workers are 
“toned up 


Sunray Lamps Help to 
Keep Workers Fit and 


Happy 


From factories all over the country 
reports have come to Bustness of the 


success attending the use of these 
lamps. Typical of these afe: 
Wolseley Motors, Ltd., of Birming- 
ham, who, after blacking out their 
entire factory in October, 1939, 


installed. sixteen sunlamps so that the 
entire staff—office and factory workers 
alike—could find compensation for 
deprivation of sunshine. Mr. W. M. 
W. Thomas, the former managing 
director, has said that over 97 per cent. 
of the workers take these indoor sun- 
baths twice a week. The firm allocate 
definite times for workers to attend 
during rest periods, etc., and as sun- 
baths take only two minutes each, 
hundreds can be toned up every day. 


Absences from the Common 


Cold Reduced by Over 40% 


At Cadbury 
ville, Dr. J. B. 
officer, made 


Bros.’ works at Bourn- 
Sherman, the medical 
elaborate and careful 
tests on 1,635 employees with various 
methods of preventing “colds.” His 
tests showed that whereas the average 


IMMEDIATE TELEPHONE CONTACT 


LOUDSPEAKING—NO SWITCHBOARD—NO DIAL 


Executive's Instrument 


absence due to colds amounted to 106 
days per 100 workers, in the ultra- 
violet ray group this was lowered to 
66 days per 100 persons, He concludes : 
“It was found that the only method of 
real value was ultra-violet irradiation, 
which reduced both the severity and 


the number of colds in patients so 
treated. 

From the Harland Engineering 
Company’s works at Alloa come even 
more amazing figures. The firm's 
solarium, in an underground first-aid 


post, 1s open to all. Since it was installed 
among the office staff sickness has been 
reduced by nearly 60 per cent: and 
among the works staff by over 35 per 
cent. 

Guy Motors Ltd., of Wolverhampton, 
have now had two winters’ experience 
of giving sunrays to the staff and 
employees and the results obtained are 
impressive. The maximum time that 
any one is away from their work is ten 
minutes. Records show that less than 
| per cent. of the people who have 
taken the sunbaths have dropped out. 
Last winter’s records show that of 

( Please 28) 
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3* Under present conditions, we can only cater for those firms engaged on Government work. 


DICTOGRAPH TELEPHONES LIMITED 


Abbey House, Westminster 


e ABBEY 5572 (3 lines) 


Works at CROYDON and Branches at GLASGOW, BIRMINGHAM, MANCHESTER, LEEDS, NEWCASTLE, 
BRISTOL, CARDIFF AND DUBLIN, 


A.R.P. Consult Dictograph on. Telephone and Sound systems for A.R.P. and 
Music in Factories, 


iy feeism abti 


- 





The most popular... 





H.P. NEW SERIES No. | 


BALING PRESS 


for card, 


paper, etc., is the 


of Heavy Timber with Steel 
Reinforcement 





Price £22 on rail at Works 


Makes bale of from 120 to 180 Ibs. 


SAVES SPACE. 
EQUAL ONE 
REQUIRED. 


FIVE SACKS OF WASTE 
NO SACKS 


BALE. 
FIRE RISK MINIMISED 


Save all your waste and bale it 


Ask for details of this and other models 


HUNTER-PENROSE Ltd. 


109 FARRINGDON ROAD, LONDON, E.C.1. 


(Dept. B.) 


~ THE NAVY WON'T STAND FOR 




















OR ege jobs overalls aire worn 
by the N avy now just as the y are 
by the other Se rvices. 


Naturally, in the Navy, even 
overalls must be «mart must fit 
well, must be c mlortable, must 
stand up to hard service, So a first 
essential for Navy overalls was 


the cloth must not shrink. 
claims of unshrink- 


good enough for the 


No vague 
ability were 


Admiralty. The ty set a standard of 
shrinkage tolerance. It is a high 
one. It allows for no more than 


$ of 1% shrinkage in length or 
2% in width. 
Uncontrolled 


shrinkage treat- 


Compare these diagrams 


rope 


Shrunk won't shrink bv mori 


Overall cloth that 
than a 


negligible fraction in the sard 


so-called d shrunl 


Some 
and U guurante 
shrinkable " 


us much os Z une fu sma 


shrunk ~ 


"n 
Otera 


 KRigmel- Shrunk | 


BR ADFORD 
BRADI 


ertisemai THI 
A ILS AR 
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SHRINKAGE. WHY SHOULD YOU? 


Tor 
place 
the 4 

the 

tend 

tected 

can t! we 

leg 

cause the 
made fron 
cally shrunk 
appre CIRDI 
shrinkage 


, 
ments cuanmnot 


A dmuralts 


ompl* with 
standards, Some leave 
shrinkage in 
the 3 ard see the dillerenee between 


them and 


as much as 2 inches of 
Rigmel " mà 
on the 


No wonder me 


CHiurical 
ligwrarn IY The 


al shrinkage 


shrinkawe 
hani 
m® wanted by the Na 


Why not let vour workers have 
overalls that ire uy te Navy 
standards in terms of non-shrink- 


shrink. they offer 


better pre tection. thew lool 
they keep their fit ind 


ing? They don't 
smarter 
comfort and 


they wear longer. Usually the cost 
' Rigmel " shrinkage is paid by 
what vou save on overall replace 


ments and repairs alone. And it js 


well known that thi output of 
workers Improves when the ire 
smartly and comfortably clad 
Most suppliers have * Rigmel ” 
Shrunk overall cloth Protective 
garments made from it are avail- 
able through retail outiets tor 


purchasers ol «m 1l Tuantiies 





LOU nary- teste: 
gainst Shr me 


DYERS ASSOCIATION 


tD MANCHESTER 
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PENSATION 


Edited by JOHN BURKE, 

| Barrister-at-Law. 

he best recommendation we can offer 
his work is that many subscribers after 
ving one copy have come back for 
other, some have ordered up to half-a- 
CIF, 
It obviously has what is wanted. 


Two further reasons why it would be of 






of 























































i. It is complete—that is to say it 
ontains all the Acts and Orders relating to 
'ar Damage and Compensation—under 
ne cover and one index. 

2. It is In loose-leaf form, which means 
at the frequent and important changes 
| properly incorporated into the work. 
-book.is not particularly cheap but 
vork seldom is. It is well worth the 





























































: Price 20/- net, postage 1/-. 

ways up to date by the issue of 
Supplemental Loose-Leaf Parts: price 5/- 
each, postage extra. à 















. WAR LEGISLATION 
-Fhe accumulation of 21 months of war-time. 
“Acts of Parliament, Rules and Orders has 
resulted in a huge and intricate mass of 
material which it is impossible for the 
-ordinary man to cope with although it 
affects him vitally in a hundred ways. 

The solution of the problem is to subscribe 
te: 


BURKE'S LOOSE-LEAF 
WAR LEGISLATION 


where it is all collated, indexed and kept 
up to date, 


Price: 

















1939 volume, 30/. 
1940 volume, 35/- 


1940-41 volume (current): 
price on application, 





ar-time Pamphlets 
| Price: 6d. net; postage 1d. 
"he following popular pamphlets give in 
imple language the most valuable guide to 
roblems of every-day occurrence: 
WAR DAMAGE AFTER THE RAID 
| |. (85th thousand). 
IRE WATCHING ; 
td | (20th thousand). 
ITARY SERVICE 
TE (10th thousand). 
GHTS'& POWERS OF THE HOME 
3UARD 


ARDSHIP & MIL 






rM P (20th thousand). 
E TO PAY 
si (10th thousand). 








AMISH HAMILTON (Law Books) LTD. 





"Ministry of Labour said that our war 


getting nothing like 


at Russell Street, London,W.C. 1] ^^ 
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those who attended only 3 per cent. 
were absent through illness, whilst for 
those who had not attended the sickness. 
figures amounted to 10 per cent.—àa 
striking testimony to the health-giving 
qualities of the installation. | 

An interesting test is reported from 
Russia upon the output and percentage 
of errors in optical work, a process 


Management is continually under fire these 
days from trade union officials, civil 
servants, the press. Here we print monthly 
just a few of the harassed executives’ 
grouses. Send us yours.—Ed. 


* Slow to it" 


MARKED contrast to the methods 
. adopted in Russia for praising 
workmen who make notable contributions 







to the war effort (Business, July, 1041), very suited to exact measurements. 
is the first reported case of two British The findings show that the effect ot 


boilermakers who were asked to do a 
special job quickly so that two gangs of 
riveters could get to work. 

In a yard plastered with "Go to it” 
slogans, the two men snapped into it and 
did 37 hours work in 4$ days, Whatever 
the management thought of this per- 
formance, the welders’ shop steward was 
not impressed, Saying the men had done 
too much work, he reported them to the 
Boilermakers’ Society. Both were fined 

Acting on advice, the fines were not 
paid, The firm wisely said nothing but a 
report was sent to Labour Minister 
Ernest (“Go to it”) Bevin. Perhaps he will 
impress upon the Boilermakers’ Society 
that there is still a war on, — 


indoor sunbaths was to reduce errors 
from an average of 9 per cent. to 2 per 
cent., whilst output increased to about 
one-third more than its previous level, 
and only began to drop back after the 
sunbaths had been discontinued nearly 
a fortnight. 

A welfare solarium may be designed | 
on any. scale. Its operation is so. 
simple that it becomes almost automatic 
The elementary precautions—goggles, 
timing and so forth-are matters of 
common sense routine. It is found that 
supervision becomes quite nominal 
after the first week or two of operation. 


Solaria May be Fitted up in First 
Aid Rooms 


Even a small firm, with less than 50 
employees, can easily fit a sun-lamp in 
the first-aid room, with simple instruc- 
tions to use. At the other end of the 
scale, in a large enterprise, where the 
number employed may run up into four 
figures, it is worth while to provide a 
separate sunbathing room, or several 
such rooms in different parts of the 
works so that systematic irradiation 
can be carried out with the minimum 
loss of time to those concerned. 

One of the most valuable advantages 
to be had from the use of sun-lamps 
is the reduction in absenteeism. This 
can be accounted for not only on 
account of the decrease in illness that 
artificial sunlight provides, but also by. 
the general toning-up of the worker's. 
body which means a reduction in 
fatigue. This latter point leads to a 
increase in the worker's productive 
ability and, therefore, helps to step up 

. ,., output. l 
ritish | : 





















Too Few or Too Many? 


CHEN the women of 25 and 26 
registered recently, an official of the 


industry demanded 2,500 more women 
every week, and that the Ministry were 
that number, The 
"loo old at 40" slogan, said this spokes- 
man, is being altered. Women are not 
too old at 60 to-day. The Ministry will take 
them even older than that if they can do 
a good day's work. 

Yet there is another side of the picture: 
"Women in the thirties are still finding it 
hard to get war work, or indeed work of 
any kind. Recently a woman of just over 
forty, who has had factory experience and 
had been an examiner, went to a Labour 
Exchange. "This is a different war from 
the last one," said an official, "there 1s 
no room for a woman over 35.” Either 
Bevin or the Labour Exchange officials 
should correct their statements so that 
would-be volunteers know where they are. 


Watch Latin-America ! 


NUMBER of leading 
exporters to Peru have canceli i 
their advertising in the newspapers of that; ' 
country because of the- unprovoked) ^ 
aggression made by Peru against Ecuador, | 
According to reliable authorities | this | 
aggression was formented by Nazi pro- | 
pagandists, to make things more difficult | 
for Britain in Latin-America. Nor is | 
this an isolated incident. Nazi money has | 
been used to stir up trouble in Bolivia, | 
i 
i 















fortunately without avail, — ^." | VENUS PENCILS are 
Until his expulsion by the U.S. Govern- | incomparably smooth and. 
ment, Wiedemann the Nazi consul-general | tong lasting, their standard |... 
in San Francisco, was the prime mover in | of quality rever varies. -. 
these Latin- American antics, His successor. MADE T ENGLAND A E 
in the job is Baron von Thermann, Nazi| kNOWN THROUGHOUT THE 
ambassador in Argentina. It is to be ii WOR 
hoped that for the sake of our valuable 
export trade to the sub-continent, Britain’s 
representatives are keeping a close eye on 
von Thermann, so as to nip any little 
scheme of his in the bud. | . yes 
Colo wp ES Iu. 2] fone 
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If you have any difficulty 
in being supplied, write 
direct to the address 
below for sample, stating 
which degree. you prefer. 


From 6b 
softest to E 
9h, hardest — . 




















T’S just a matter 
of knowing how 
. and there's as 
much art in know- 
ing how to control 
the flow of produc- 
tion from raw 
elements to finished 
products as there is 
in knowing how to 
perform any of the 
intermediate 
processes. 


Kardex experts 
know how. That is 
why Kardex 
Systems are being 
used everywhere 
to-day by firms to 
whom maximum 





RADIO KARDEX. 


An interesting 

fireside magazine 

will be sent free 
on request. 


efficient output is a 
vital concern. 





London W.C.1, noery 











NETTING 


as approved in connection 


with the 


FACTORIES 


(GLASS PROTECTION) 


ORDER 1940 


Available from stock 
Complete Schemes of 


ROOF PROTECTION. 


carried out 
Also 


CAMOUFLAGE 


Estimates and full particulars from 


PICKERING & HALDANES 


Netting Specialists 
SOUTHAMPTON HOUSE, PELHAM ROAD, 
CLEETHORPES, LINCS, 


Telephone—41 241 [2 Telegrams—'* Camnets "" 


J 


3 
Mis 21 x A á - | , 
cy te ees Pav mdi d | 


Write for Stock and Planning leaflets to Dept. 352, 
Kardex Visible Control Systems, 1 New Oxford Street, 
Telephone : ha 8888, 
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FORTIFY YOUR 
STAFF AGAINST 

WINTER 
EPIDEMICS 















Give them the benefit of permanent Sunshine, and make sure 
you are using the most efficient devise to increase resistance 
against colds and other winter diseases. 


PERIHEL MIXRAY 


is a powerful Sun lamp combining :— 


ULTRA VIOLET (of the mercury 
vapour type) and strong INFRA 
RED RAYS in one unit. E 


TESTED BY NATIONAL PHYSICAL LABORATORIES 


A few minutes exposure is sufficient to produce Sun-tan, that 
splendid outer sign of Health and Vigour derived from these 
amazing rays. Regular Sun-baths with the Mixray will keep 
your workers’ health record at a very high level, it will improve 
considerably their resistance to all infections, and add to fitness 
and efficiency. 


Ask for Illustrated Booklet and special quotation for Industrial Welfare Centres from 


PERIHEL LIMITED 
82 HIGH STREET, YIEWSLEY, MIDDLESEX. 


à Telephone: WEST DRAYTON 2740, 
AS 
^ 
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one of the most revolutionary 
steps in factory construction was 
-made. A complete windowless factory 
> was built—the one type of building 
— which is an air raid warden’s joy. That 
= this was the perfect blacked-out 
- factory was not considered at that 
— time—for A.R.P. was a thing yet to 
— cloud the horizon. 
--— This factory was planned as one in 
-—- which working conditions would be 
_ ideal every minute of every day. Fog, 
— or smug, it was known, would never dim 
- the controlled “daylight” in this build- 
ing. No wide variations of temperature 
would ever be known. The air within 
» the building would be cleaner than out 
- of doors. 
'Thus every shift of workers in every 
-—24 hours (the factory is now on full 
war production) is now a "day shift." 
— They leave capricious Nature outside 
— and the workers enter a new world of 
* comfort and high production efficiency. 


E . Air Changing Can Cure Black-Out 


X Foulness 


NEARLY ten years before the war 


Air conditioning plant, which made 

this wonder factory possible, is pro- 

- tecting the workers and processes from 
~ the sabotage of destructive abrasive 
— dust, soot and even oil vapours and 
~ welding fumes. But this type of equip- 
— ment need not be installed in wonder 

- factories alone. Already many of the 
- leading factories built many years ago 
now on full war-time production have 
"adopted the same idea, to enable 
> workers, who have to do their jobs 
T under almost perpetual black-out, to do 
— so under the most pleasant conditions 
possible. 

D Air is a wonderful substance. 
© Although we are in intimate contact 
P with it all our lives, we realise more 
> and more as time goes on that we 


"— know very little about it: Yet there is 
_ hardly any phase of human activity or 
~ “inactivity or any 


industrial process 










Box-type factory } | 
speaker B 
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Abb 5572 (3 lines) 


Can H 
E^ in each 24-Hours.. 





... If You use Air-Conditioning Plant 
by a Ventilation Authority iu 


which is not in some way affected by 
the temperature, humidity, cleanliness, 
movement or other conditions of the 
air. It has an important bearing on 
our health and activity. 


Exhaust Fans are Better Than 
Nothing 


Dust extraction is now almost a fine 
art, and with scientific combustion in 
large factories and powerhouses, 
together with the wide use of electric 
power, air pollution in industry is 
greatly minimised. But the day and 
night use of factories that were 
designed to take adantage of ordinary 
forms of ventilation for several hours 
every day, but which are now restricted 
if not completely blocked up by the 
very necessary air raid precautions, 
make an extension of this air con- 
ditioning a matter of vital importance 
to all who work in these factories. 

The applications of special air-con- 
ditioning plant, or extraction fans, 
are obvious. This type of equipment 
can give any factory atmospheric con- 
ditions which wil! ensure the maximum 
of productive energy on the part of the 
workers. But many firms, owing to the 
fact that they cannot spare the time to 
have structural changes made in their 
factory at the present time, are content 
to confine themselves to the introduction 
of an adequate battery of exhaust fans. 
These are at least better than nothing. 


This Will Tell You the Size Fan 
You Need 


Just as lighting can only be planned 
when the whole area to be illuminated 
has been closely studied, so can ade- 
quate plans for the fitting of fans be 
made when the whole factory structure 
has been examined. The following 


- 


wsic SPEEDS PRODUCTION 


RELIEVES MONOTONY + BANISHES DEPRESSION + EXPELS FATIGUE 


Government departments, supported by the B.B.C., are urging the broadcast of music in industry to 
speed up production. Already many large firms are using Dictograph Sound Installations. Information, 
demonstration, survey, estimates, or rental terms — free on request. Twenty-five years’ experience at 
your disposal in manufacture, installation and maintenance. A test gladly arranged in your own works. 


 DICTOGRAPH SOUND INSTALLATIONS 


(Dictograph Telephones Limited) 


P AURELIA ROAD . . . CROYDON 


Tho 2427 (2 lines) i 


Branches at BIRMINGHAM * MANCHESTER * GLASGOW - LEEDS * REWCASTLE * BRISTOL 


& v.c Xd £ 
y ay TeS z ^ t 





table, however, will give an idea of the 
air delivery capacity of various sizes 
of exhaust fans. A reasonable margin — 
over and above the capacity should be . 
allowed for varying atmospheric con- — — 
ditions outside the factory, as well as 
for interference by structural pillars 








and large blocks of machinery an A 
plant inside. ee: 
| Diameter of | Speed) Air del'y. Consumption in | Dor 1 
| Blades R.P.M. cu.ft. p.m. watts. " T 
| qt» A a E 
| | r o a.c. | ' 
6 in. 2,000 | 350 85 | 
10 in. 1,400 550 40 52 | 
12 in. 1,400 1,150 | 65 | 105 
15 in. | 920 1,550 | 65 105 | 
15 in. 1,400 2420 | 195 100 | 
I3 in. 720 2,010 86 125 | 
15 in. ono 2 600 120 195 
234 in. 550 3,800 115 | 200 | 
| 24 in. 710 4900 | 200 282 | 
30 in. 500 6,230 270 325 
| $8 inm- 420 9,400 352 5s0 * 
| 42 in. 350 | 12,200 | 430 670 
| 48 in. 300 15,050 550 1,100 | 


Humidity Control Can Increase 
Output 


L 
| E 


Even more important in many 
factories than equipment for changin 
the air alone 1s that which deals es 
the humidity of the building. 

There are many industries in which 
humidity control is of equal importance 
to the energy of the workers. Often 
it is not recognised that the curve of 
output bears a direct relation to the 
state of the air in which the worker 
is compelled to labour. 

Bustness offers its readers the 
services of an air-conditioning specia- | 
list to advise on the best types of equip- ^ 
ment to meet your individual require- 
ments. Letters should be addressed to 
the Editor, BusrwEss, Whitefriars 
House, Tallis Street, London, E.C.4, 
and marked “Air Conditioning” in the 


left-hand top corner. : 
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FOR MUSIC IN FACTORIES - STAFF LOCATION 

CONTROL OF STAFF DURING AIR RAIDS - MASS 

ADDRESS TO EMPLOYEES - ACCIDENT, FIRE, 

BURGLAR AND SABOTAGE ALARMS - AIR RAID 
WARNING DETECTOR 


CARDIFF 






l'OTHER PEOPLES OLD POSTERS 
WASTE PAPER WITH THE 







OBLITERATING PROCESS 


(Patent No. 535755). 


| ANY OLD POSTER, PRINTED PAPER OR 
| BOARD BECOMES WHITE AGAIN AND 
READY TO RECEIVE FRESH - PRINTED 
SCREENED OR BRUSHED-ON MATTER 


Write for full particulars 


SELECTASII 


SILK SCREENS LTD. 
11/13 SOUTHAMPTON ROW, LONDON, W.C.1 


Telephone; HOLBORN 5325. Cables: SELECTASIN, |. LONDON. 
Telegrams: SELECTASIN, LUD, LONDON. - 
LANCASHIRE (MANCHESTER) & CHESHIRE: 
Local Supplies and Technical Services: JAMES BEARD LTD., l 
16-20 Gt. Ancoats St, Manchester, 4 F | 



























Timing of jobs is an essential feature of: 
production today. Youare invited to ask. 
= for free copy of booklet 201 containing 
details of the speediest and the most. 





: efficient methods of securing accurate . 







jobtime records and dealing with them. : 







Write, telephone or call ; 
INTERNATIONAL TIME RECORDING 
CO. LIMITED 
[12 STRAND, W.C.2  TEMple Bar 5841 


Head Office : 


International Works, Beavor Lane, London, WS 
: JBL a 

























BIRMINGHAM & DISTRICT: : 
Local Supply Agents: PARKER & OSBORN LTD... 
Drysaitery Dept., 4-7, Parade, Birmingham, 1 























Here's a ladder that will 
outlast most other ladders 
_sby a generation or more. 
oo Just the thing to stand up 
to hard usage; to fire or a 
— blitz Very strongly made 
zean STEEL, the steps are 
^. interlocked and welded, and 
“bonding straps prevent sides 
^ocspringiug open under exces- ^ 
ve weight, Closing to s 
et, it extends telescopically 
ma moment to 9 feet. Blaze 
ind. | smoulder proof, it 
.makes a perfect fire escape, 
Every business house, every 
ne, should have one or 
^ more, Price 28/6. 
9" extending to 10/ ... 32/9d. 
g ji u 1 4. 36j6d, 
peage o d? 2. d0/üd. 
i Special shelt-bar type for 
"Faetóries, Warehouses, 
. 3Stores and Sus: «E 
. 9 ft. 31/3d; 10 it. 35/6; | 
41.Ít. 39/3d.; 12 ft. 42/od. i 
“o ensure. immediate atten- i A 
ion g case give reference 


— C 



















Puta Burgess poii Booth in 

nolsiest shop and you'll be on 
at the “ zone of silence" it pr 
Noise will not interfere with 
telephone service i if your shop phon 
are in Acousti-Booths, 
These booths have no doors, yet th 
| are quiet inside because factorym 
is soaked up by patented sound-absorbing walls. Hundreds à 
doorless booths are in daily use in alt kinds of factories, 3 
clean—no maintenance. Write to-day for Bulletin BP | 


y Len eed or meee BURGESS ACOUSTI-B Oo 


om the makers (car. 2$. xtra) — anii: 
eee BURGESS PRODUCTS COMPANY LTD 


| Acoustical Division, HINCKLEY, LEICS. Phone; H 
: nt en Office: 72, diese Mies SW 
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of the 
Advice 


The services 


BUSINESS 


Bureau are available to 
all readers. 


All enquiries 
are answered immediately 
by post, but those of 
general interest are 
published in this feature 





Efficiency is = 
increased, Mes acm o weet: 
| ln Public Notices on Buildings 
waste reduced 
B.H. Ltd, (Glasgow). What powers 


and output 
raised with the 


have the authorities to affix public notices 
fo the” walls of a factory or other 
building ? | 

Anyone acting on behalf of the Govern- 
ment or local authorities may affix any 





S.A NW. LONDON. Government Building, 
Bromyard Avenue, ACTON, W E 
5B. N.E. LONDON, Finsbury Sainte seen Saf 
374 Finsbury Square, LONDON, E. CAL 
5C. SE. LONDON, Clifton House, Euston Ed., 
LONDON, N.W. a mao 
5D. LONDON, S.W. 55. Eden Sb. KINGSTON- 


ON-THAMES3. 
&, SOUTHERN. Colley Park, READING. 
Area covered, —Bucks., Oxfordshire, Berk- 


shire, Dorset, Hampshire, iste of Wight. 
SOUTH WESTERN. 4/5 Worcester Road, 





BRISTOL. 
Area covered „Gloucestershire, Wiltahire, 
Somerset, Devonshire, Corawa aoe sig 








e: Radnor, e | 
_ Carmarthen, Breck. 








g. MIDLAND. Midland . "Hospital, Easy Bow, 
BIRMINGHAM. ee 
Area Covered.—Salop, Heretord, Worcester- n 
shire, Warwickshire, Staffordsh nire. ee 
10. NORTH-WESTERN. — Lancaster House, qi 
Whitworth Street, MANCHESTER. E : 
Area covered Cheshire, Lancashire, West- 


mortand, Cumberland, 













































TIME RECORDERS 


Write for details of m and Suites 


 .GLEDHILL-BROOK TIME RECORDER LTD. 
Dept. 38, Empire Works, Huddersfield. 





WORKS SEATING 






















“Immediate 
Delivery 


THE “KEMCLO 
as illustrated 13/- 

‘es 17/6 with Back 

aa 2—Extra large comp 

y special seat 25/-. S 

LL METAL CONSTRUCTION 

OCKER COMPARTMENT UNDER 

SEAT  (hinged to form cover). 


























O CUSTOMERS’ OWN HEIGHTS & 
SUGGESTIONS. 


| War Damage Commi | 


BE CONSTRUCTED & MADE | 


public notice in connection with the war lL. SCOTLAND, EDINBURGH. 
to any premises or vehicle. In order to do I2 e iig TUNERIDGE WELLS. 

y , rea Covered. —oussex, Trey Ei 
this, he may enter any premises. Where Ather than those areas included in Regions — - 
such notices are affixed, it is a criminal 5C and 5D. iu 

1$. N. IRELAND, BELFAST. | 


offence to remove or deíace them. 





Income Tax and A.R.P. 


nen LB. Co. Ltd. (Manchester), Can 
HEM. (Hull), Where are the Regional expenditure on ARP. equipment, fixtures =. 
offices of the War Damage Commission? and fittings be deducted as trading 


expenses before the profit for income- 
tax purposes is arrived at? 
Yes, 


The addresses of the Regional Offers 


of the Commission are as follow 
.NORTHERN. 5, Grosvenor Villas, aa aie 
Road, NEWCASTLE, 
Area covered. — Northumberland, Durham, 
Yorkshire (North Riding). 
2. NORTH-EASTERN. 388 York Place, LEEDS. 
"Area covered. Yorkshire (Hast and West 


Permits for Alien Workers 


MS. Co, (Newcastle- on-Tyne). * How 


Pidingsh A does a non-enemy alien get Perm to 
i NORTH-MIDLAMD MA House, Luck. take up évork in this country? aa 
abour 


By applying to the nearest 
Exchange. Permission will not normally 
be granted if a suitable British subject 
18 available for the post. Special per- 
mission is required in certain classes of 
work ue di with the war, where there 
as. a risk of sabotage or espionage. 


CLASSIFIED ‘ADVERTISEMENTS | 


— — M ER pear e Ar Pa — — —— - TERR one eigenen At A A OM remit 
onanan vores - — —— ae 9 —á€ m" Aia aane ti 


Area covered, —Derbyshire, Nottingham- 
shire. Rutland, Lincolnshire, Leicestershire, 
Northam ptonshire. 

4. EASTERN. Winter Bowling Club, Brook- 
lands Avenue, CAMBRIDGE. 
Area covered. Norfolk, Suffolk, Cambridge, 
Hunts, Beds, Herts, Essex, other than 
ps areas included in Regions 5A and 


 RATE--2/6 n line (average T2omords to 5 p 
Minimum 3 lines costing 7/6; each additional iine 
. or part of a line 2/6. Box No. counts as ene Hne. 

and is to be paid for; replies are forwarded fee 

ef charge; 2194 discount for 3 insertions, 85%, tor 
6, 10% for 12. Payment with order for singie. 
insertion. Display panels 25/- per single ni 
inch. Discounts as above. Special pate tor 
“Appointments Wanted": 3 insertions” for the 


TIME RECORDERS 


(| Staff Time Checking and Job Costing Time NE 
| Recorders iall makes) for quick cash sale, exceptional © 
| eondition.—Write "Betercol" Box 345, BUSINESS, 





4 Whitefriars House, Tallis Street, E.C.4. 


"WANTED 









Good: 












price: et x | | Office Furniture ‘and Safes urgently wanted, 2 
ee : orices paid, - d description DALE, 115 High E : xs 
LITERARY. , Holborn, London W.C.2. Tel. HOLborn 2584, HT 








ocessfnl story writing-—the Regent way. Send r aliia. 
FOr free te let, nee Institute (Dept 8L), eo A 


OFFICE x EQUIPMENT FOR SALE 








Give. One Penny each w 
'to help the RED CROSS 


care x the giae 










"A Large Selection of  Ex-Government and, 
OTHER STEED AED Woop OFFICE FURNITURE, INe |... 
CLUDISG FrinLING CABINETS, DESES, CARD INDEX - 
CABINETS, ETM. ALSO PLAN CABINETS, NEW AND: 
SECONDHAND, AT LOWEST PRICES, ~—WRITH FORO 
CATALOGUE, THE MISCELLANEOUS TRADISG Uo 
LTD., cdd Hion HOLBORN, W.C.l. HOLBORN 4804." 





Adding Machines, Duplicators, Cash Registers, Calculators, Time Recorders, 
and All Business Appliances BOUGHT AND SOLD, HIRED AND REPAIRED 


SAVE TIME—HIRE AN ADDER FOR STOCKTA 


ADDOGRAPH 


. The Simplest Portable Adding, Listing 
Machina 


‘Delightful to use. 


Busy office, no torn cheques, ete. 
past free, 





8 col. to add from id. to £9,999 19s, 1144, 
9 col. to add from id. to £99,999 19s. 114d. 
Hand and electric models with or without 
subtraction and wide paper carriages. 
No Modern Office can afford to be without one. 


^ Mf MORE EHRORS-—JUST USE THE 
: GUARANTEED ADDOMETER — 
Rapid Automatic Addition and Subtraction. 


Rests flat on the books. For Decimal or 
Ordinary Figures and Feet and Inches, ete. 


FOR POCKET OR DESK. - 
So Simple Anyone can use it. 








Fanfold Invoicing | Ma hines with 


In Plush-lined, ducold case. | or without Adding and Subtract- | 
Bize. 114X234 in, 98/- post free. A " ga d * ginesá mg bette s : 
When ordering state for what D^ like personal lettera with actual postage 
| puts ad: piu a cheaper Eee oe oe Tee a ae een stamps by using the TAPPIT stamp afüxer, 
1 Ke dder for nar gures u E Ie E SEINE NE zi 
I pos Indian money, in "LER, 30/- — Á a — Cheaper and quicker than & pos 
i post free, Mc RR E ow marker, all stamps fixed, vhecked 
! = MNA mM] and counted in one operation. 
British made and guaranteed. 


nterchangeable, =" Eie. 
l | way, leave desk “ng 
USING A “SAFEGUARD” THE | quite clear, 
WEST GHEQUE PROTECTOR | 
Used by leading Banks and firms. ue EE 
Do vod aie that an altered cuj Number of Trays per Set. Complete with post 
is your own lability? | Material Of Trays, 4 Trays 3 Traya 2 Trays and fitting for wall | 
ce : 4 Light.or Dark Oak uh. or desk, For all  caleulations. — Multipiies, 
| Real Mahogany PRICES ON | Approximate internal | divides, adds and subtracts in ifioth 


Steel, Fshd. Art Green US SOME 9H. 30 480. 80 50:04 


9$ X2$ inches, 


TEMPORARY TYPISTS SENT 


74 CHANCERY LANE (Holborn E; 
* at Maidenhead. |. London, \ 





| why the forthcoming 
tion y wil be, a better 


















sed that you can find 


advertising s 


securing 












\dvertising Mana neri name, 


| and. pec details of thousand: | DOW. 






3 post free z as soon as & is pu 
[SER S | Invoice me 


*9995995*x*45* 


E etnies 


tors, BUSINESS PUBLICATION: 


intesa at 


Lid, by Fd 
Whitefriars- House: Vallis SMreet, 





ly arranged and ] I 


this at you Bave ever 1941 A "VER 
TISER'S ANNUAL for your daily servic 
reserve your copy by posting the. for: 


WILSON & SON ‘LTD A 








anything u ; 
instant. aether, you want * 





E Poster ' Contenitore, "Printers 
- Engravers, - Commercial Art 









any other adver- 
ices and supplies as 





Studios 


see the sources of any specialised A dvestisuig | 
supplies or services; list of E s bis of 










ORCA 
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any t me with à minie 
mum of trouble. 








SKELETON 
TYPE 
SHELVING 


ho 
Gack, 


n 













n inquies No "have our pimedate attention. CLOSED TYPE 
: why not, write. us today. 3 TE SHELVING 

















| WITH DIVIDERS 
: AND BIN FRONTS 
Gravity Ladders. greatly regret the- delay in the. | 
delivery of their ladders, but arrears are bein | DRAWERS FOR 
caught up, And. NE ane: booking orders for earlier | OE 
F ; SHELVING 
work, in which: case authority symbols greatly help | 
nd insure earlier despatch (Proprietors: J. B. Brooks & Co. Ltd.), 
; > 22. 
PRICES _Longleys 
9 in. - 


6 in. : Ek 























0 in. - | | 
9 in. Other sizes | | 
6 in. - y and pricesas | YOUR | | 
3 in " (1 well as details | | 
pM P onec | ADDING 
DELI VERED ITI Instant » i | i E E "a zen v | E a 
Packaway is now subjec Fire Escape and | M CALCULATING 
^to Purchase Tax Gravity Loft : | ig a ss 
Ladder on appli- mE 
cation to: | ACCOUNTING MACHINE 


UNTIL YOU HAVE BEEN IN TOUCH WITH 









LADDERS T 


9 





200/202 HIGH STREET, 
SUTTON, SURREY. 


VIGILANT 15164. 





CALCULATORS 


Governing Director: A. E, LOW. 





52-6 OSNABURGH STREET, 
LONDON, N.W.I 
EUSTON 5135-6 
WHO WILL ADVISE YOU AS TO REAL 


FATT: Aa l MARKET VALUE 
ALL BRITISH 


—M—— 
sema at NAVEM A RU PRECEPIT AT EAM aga adora Aan 


In every department of life thë témpo is rið 
important in the office as on thé battlefield 
through promptly or it will be tao fate? _ 


The dictating machine is the greatest promoter of speed in business. 
It alone can give you the power to deal instantly with any business 





Business must be put 


detail. You wait for no one: the machine is always ready for 


immediate action. 

Dictate what you like, when you like, as fast as you like. The 
dictating machine is never out or ill and you cannot tire it. 

THE DICTAPHONE cuts out all the delays inseparable from the 
shorthand system, saves hours of wasted labour every day and speeds 
up work all through the organisation. 


Ihe Dictaphone 


Learn about the Dicta- 
phone. Call, write or 
‘phone for “Office 
Methods and Practice” 
(Free). 


(Regd. Trade Mark) 


THE DICTAPHONE CO. LTD. 


(Thomas Dixon—Managing Director) 


Dept. F, Kingsway House, Kingsway, London, W.C.2 


Telephone: HOLborn 4161 (five lines) 


And at Manchester, Birmingham, Glasgow, Liverpool, Leeds, Bristol, Newcastle-on-Tyne, 
Dublin and Belfast. 





Speed to-day is as 
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" @ The back of the carbon paper is 
coated with a special preparation which 


gives it a GLOSSY WAXED SURFACE. 
@ This DOUBLES THE STRENGTH of 


y 


TA 





RS the carbon paper,  Waxcraft carbons 
ed DO NOT "TREE" OR CREASE like 
EN, ordinary carbon papers. 

"i it enables A MUCH HEAVIER 


COATING to be placed on the front of 
the sheet. 








[rA 





— — 3 —— € p. = 


Za = EJ " - > 
— nd — 34 E 
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@ Therefore each carbon lasts longer 
and gives a SHARPER IMPRESSION to 


the very end. 


@ Waxcraft Carbon paper has a non- 
smudging surface, It WILL NOT RUB 
OFF on to your fingers, nor will the 
carbon copy itself smudge. 


© COSTS NO MORE than ordinary 
good quality typewriter carbon. 


m 2m - ~~ «at 
; er woe} 4 
a è * 


FREE SAMPLES AND DETAILS FROM 


STANDARD OFFICE SUPPLIES CO. 


57 FARRINGDON ROAD, LONDON, E.C. 
"Phone : 







CHAncery 556! (4 lines) 








NTROLLED~ 
K KEEPING 


Our new Trade Mark now supercedes the well-known 
name Definitive, adding new features to its proved 
> advantages. 


DEFINAC ACCOUNTING is multiple posting— 
duplicate, triplicate, quadruplicate. It covers all kinds 
of records and accounts, from Sales Ledgers and 
& Monthly Statements to Pay-Roll Systems, Stock Control 
and Cost Accounts. It provides Daily Balances and 


multiple records for safe keeping. 


; The adjustment of office routine to war-time needs 


SPEED on 
PAY DAY 


USE 
SELF-SEALING 
WAGE BAGS 


10,000 
9/8 


SPECIMEN PRICES: 
Size 


34 x 3$ 


5,000 


MANILLA 10/- 





D has thrown the advantages of DEFINAC methods into 4 x 23 CARTRIDGE 8/9 8/5. 
a sharp relief. On page 20 of the July issue of this 
a à Magazine a satisfied user tells you of his experience Nett Car. paid Per 1,000 
E- with DEFINAC ACCOUNTING and DEFINAC VISIBLE. 
s COMMERCIAL ENVELOPES 
ES | Write for particulars now to— 5.000 10,000 
b. Q 6 x 34 MANILLA 6/6 6/4 

Y Ditto cut-out face 7/10 7/8 

a 
k- (=) / i pae d rd Per 1,000, including tax. Carriage paid. 
= | Send your enquiries— 

bota l LU ee ML 

p: LEWIS EAST & COMPANY 
E 42. CHESSINGTON AVENUE, LONDON, N.3 

E. eee 84. ROMWAY ROAD, LEICESTER 
22 ; , | - f 

E ole Concessionaries of wone: Telephone No. 24860 
E. DEFINITIVE ACCOUNTING LIMITED and [LILIL———————M——————— — 
E S & R. (DEFINITIVE GT. BRITAIN) LIMITED | THE LEADING MAKERS OF BETTER GUMMED ENVELOPES 
E- 
^ 


E $ i PATENT TUBULAR STEEL NESTING TABLES 
Es AND CHAIRS 
(Pat, No, 344,159) 


We regret we are meantime not in a position to entertain 
je EET enquiries for our regular lines. To all our customers we offer 
eo — : our apologies, and they can rest assured we shall return to 


normal conditions as soon as circumstances permit. 


Cox & Co 


WORKS, OFFICES, SHOWROOMS 
WATFORD BY-PASS, WATFORD, HERTS. 


Telephone: WATFORD 5631 (5 lines), Telegrams: COXANCO. Phone WATFORD, 
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CARBON 


f -PAPER 


D 








; us is primarily a 
— War of ‘production 


(Mr. Wendell Willkie speaking in Britain) 


"e : 


"7 - » v 
I V4 Lae 


‘B & A’ SIMPLEX 
MECHANISED PRODUCTION ROUTINE 


can help to 


organise your production 


because it 


€ PROVIDES complete control of material and labour 





€ SAVES productive time and clerical effort 
€ FACILITATES planning and progress 


€ GUARANTEES accuracy of works instructions and 
costing data 


Write to the Systems Department 


BLock « ANDERSON L° 


«OLD MILL HOUSE," TRUMPINGTON ROAD, CAMBRIDGE 
Telephone: Trumpington 305 (3 lines) 





Branches at London, Belfast, Birmingham, Bristol, Cardiff, Glasgow, Liverpool, 
Manchester, Newcastle, Nottingham, Sheffield, Southampton 








UTENTE KM Une S e. 
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dnd Time and Half. 
ives:— Rate. per hour 
to 99d. rising in steps 
Jl values adjusted to 
Overtime at Time 
IRD and Time and Half. 
otal of 2,592 values, 


MACC. As MAC. above but 
giving Overtime at Time and 
QUARTER and Time and Half. 


0o MAD, gives: Rate per hour 
. from 10d. to 1/4} rising in steps 
OF $d. All values adjusted to 
< nearest id. Overtime at Time 
and THIRD and Time and Half. 
A Total of 2,592 values. 


M.4.DD. As M.4.D. above but 
ig Overtime at Time and 
Ml TER and Time and Half. 


ùn gives:— Rate per hour 
43 to 1/114 rising in steps 
All values adjusted to 
est 1d. Overtime at Time and 
IRD and Time and Half. A 
Lof 2,592 values, 
E. As M.&E. above but 
ing Overtime at Time and 
ARTER and Time and Half. 


4.F, gives:— Rate per hour 
1/113 to 2/6 rising in steps 
d. All values adjusted to 
arest 3d. Overtime at Time and 

*D and Time and Half. A 
‘otal: of 2,592 values. 


. MA4.FP, As M4F. above but 
‘giving Overtime at Time and 
QUARTER and Time and Half. 


. MAA gives:— Rates per hour 
- from 6d. to 2/6 rising in steps of 1d. 
All values adjusted to nearest id. 
Overtime at Time and THIRD 


* 





————— VERAT 


and Time and Half. A ‘Total of | 





WAGE CALCULATOR © 


Is one of the 





most successful devices" ever placed | on ihe 
market for saving time and trouble in making quick 
calculations, obtaining technical data, values, etc. in the 
workshop, drawing office and factory. The Omaro Slide Rules 
are ready reckoners brought into a practical form and are 
more handy than tables normally used. By a simple move- 
ment all related values appear. There is no tricky 


manipulation and nothing to get out of order. 


In these difficult times every effort must be made to reduce 
unproductive labour to a minimum-—the introduction of these 
calculators into the Costing Department enables thousands of 
persons who are at present engaged on weekly calculations 
to be transferred to production work. 


All Models give the following information: 
1. Weekly Wages for 47, 48 and 52 hours. 
2. Wages for all the intermediary Hours from 2—46. 
3. Wages for the Fractional Hours of 1 4 $ 44 84 214 254 
383 424 434 444 454 46ih. | 
4. Overtime at Time and Third or Time and Quarter 
(see Sm d relating to different Models) 
for } 4 2 and all whole hours from 1—12. 
5. Overtime at Time and Half for 1 4 $ and all whole hours 
from 1—12. 
The difference between the various Models is in the RANGE 
of the Rate per Hour and whether Overtime is shown at Time 
and Third or Time and Quarter. 


Since publishing our Model No. M.4 Wage Calculator for 
the Engineering and Allied Trades, we have had many 
requests for these models, 


While unable to satisfy every requirement, we have decided 
to publish various Supplementary and Alternative Inner 
Slides for the Standard M.4 Outer. 


We hope to have a full range available by the end of 
October 1941. | it 


PRICE Each (post free) 4/3 


Each from stockist Aja 





































2,400 values. 


x MAAA, As. M. 4A. above but | The Omaro Slide Rule is invalu- 
giving Overtime at Time and | 
QUARTER and Time and Half. 


)MARO (ENGLAND) LTD. 










of. drawing. 
ci fromus oa uus 


4ddress ee 
x ie È m rz eu aX ka 4t N SERO A RA SERE ER eM EHDA Eee eH 


l To OMARO (ENGLAND), LTD, | 
ik to Engineers, Designers, i 104 High Holborn, London, W.C.1. 
Works Managers, Draughts- * "m | AMOUR TE 
suelta Trader poii T a j Please supply Model M.4 Wage Calculator Slide 
a - m 
i d Stu dens P E | Rules. lenclose postal order at the rate of 4s. 3d. 
essors an ents of Engin- | 
a | for each rule, Now... e NEI EE E 
eering. | dnd 
i NOMU: axéctissssiasiees cades MC THER E idus E fa T 
y through your ud 
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— BUSINESS | 


THE JOURNAL OF MANAGEMENT 
AND PRODUCTION 


Incorporating "The Magazine of Commerce," "Modern Business," 
"System," "Business Organization and Management." 


& 


CONTENTS FOR SEPTEMBER, 1941 
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PAGE 
ANNUAL SURVEY OF ADMINISTRATIVE 
EQUIPMENT.. 4e ss Bl 
Business Policy 
Absenteeism—its Causes and Remedies s SA f N 
By Cecil Chisholm, M.A. 
Management in War Time ; Be és jv An 
Building a Small Business on Ford Lines e $1 NS |: 
By Lewis East, 
Managing Director, Lewis East & Co. 


Trend of Trade  ... eis TR Mw Sie Eu». 


Industrial Management 
Use of the New Machinery for Overcoming cdit, 


Bottlenecks, Overloading, Red Tape 14 
A New Approach to Labour Relations 15 
New Ideas for Factory and Office . 28 
The Right Paint can Cut Your Electricity Bills by 35% 30 
Office Management and Policy 

This System Gives Production, Progress and a! Roll 
Control on One Card "t . oz | 
The Office Needs Its Vital Machine Tools ee P a cd 
Annual Survey of Office Equipment ... a n 
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BUSINESS Advice Service Fu e£ xu) 
A.R.P. for Office and Factory 
Press Button Control of Blackout ... js ee 
Heating the Air Raid Shelter ... tu F 
Expand Shelter Capacity with Efficient Ventilation LES 


BUSINESS Guide to War-time Law 


Owing to pressure of space we have been compelled to omit 

this feature this month. Readers are, however, invited to 

send as usual their queries relating to problems arising from 

current Statutory Regulations, to be answered by our Legal 
Correspondent. 





BUSINESS, Published by Business Publications, Ltd., Whitefriars | 


House, Tallis St, London, E.C.4. Telephone: Central 9891. 
Subscription Rates: 15/- a year post free in the United 
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CONSTRUCT LI TORS 


CYCLE PARKS 


C E INSTRUCTOR S ! ] MITED 
Tre KEL WORKS j p i E. 
E R DIN gen, B I uU , NT "E TY 


Eon and 
Management of 


Production 
By WILLIAM N. MITCHELL 


417 pages, 9" x 6". Illustrated. 28/- net. 


i Liga pioneering work for the factory 

executive deals comprehensively with its 
subject and the authors precepts are backed 
by practical examples. 

The book opens with a survey of the 
economical organisation of production and 
proceeds to deal with technical, regional and 

managerial organisation, 

This leads to product design and control, 
plant layout, control of labour costs, and finally 
to production operations, 

CONTENTS 
Preface 


Editor's Foreword 
Nature and Seope of the Production 


Process 
Economie Organisation of Production 
Technological Organisation of Production 
Regional Organisation of Production 
Managerial Organisation of Production 


Product. Design and Control 

Plant Design and Layout 

Problems of Procurement 

Control of the Plant. Investment 

Control of the Working Capital Investment 
Control of Labour Costs 

Planning of Production Operations 
Appendix 

Index 


McGRAW-HILL PUBLISHING CO. LTD. 


| Aldwych House london, W.C.2 


; x WINTER BLACKOUTS WILL 
A REDUCE YOUR OFFICE DAY... 


A: En" 


D Tri p 





MAINTAIN 
OUTPUT 


— Working 
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A 
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war, 


TEZAT 


pr array qm 


Hours 


I eee 


This can be achieved by the Instal- 
lation of an EGRY SPEED-FEED 
Typewriter Attachment and the use 
of Continuous Stationery. If you 
have not already had to face the 
problem you probably will, of having 
to maintain the output of internal 
A business forms with a depleted staff 
| or shorter working hours. 


^ tnr 
* 


The EGRY SPEED-FEED fitted to 
any standard machine eliminates the 
time wasted in interleaving and 
deleaving carbons. It is entirely 
automatic in operation and can be 
attached and detached in a matter of 
seconds. 


Find out all about this time and 
labour saver now—let us forward 
full details. 


QB 






AND ANOTHER EGRY 
MACHINE TO SPEED 
UP PRODUCTION— 


the Tru-Pak Register which is virtu- 
ally a mechanised Manifold Book. 
It will speed up the production of 
routine forms requiring carbon 
copies, by eliminating the repeated 
interleaving of carbon paper. The 
requisite sets of forms are provided 
in continuous lengths, so that at one 
writing and one turn of the operat- 
ing handle the written set is dis- 
charged from the Register, and a 
fresh set is brought into position on 
the writing table, ready for 
immediate use, without handling the 
stationery. 


E G RY LIMITED 


WARPLE WAY . ACTON . W.3 


Teleph one SHE 3377 








THE 
SPEED-FEED 
ATTACHMENT 








ACCOUNTING AND ADDING 
MACHINES | 

Burroughs Adding Machine 
naa Cash Register Co. 

i wf 8 
ACCOUNTING. SYSTEM. i 2 
Definac Limited . poe g 
AM AGENTS. 

Gibbons, J. d. Ltd, s 90 
AIR RAID PRÉCAUTIONS 
EQUIPMENT 

Air Defence ass Sennen 

Service... a o. 0D 
Avery, J4.. & Co. as AB 
Dietograph Telept hones Ltd. 40 
ARTIFICIAL SUNLIGHT 

Hanovia Ltd. 39 
ASSOCIATION ADVERTISING. 
^ ue Dyers’ ASROCEHAR 


Ltd 
AUTOGRAPHIC REGISTERS 
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ACCOUNTING MACHINES 


E are maintaining our special service 





to Local Government and Public Utility 
Authorities, and can provide assistance in 
solving some of the ever-increasing 
accounting problems which arise 
from to-day's demands on | 


Local Authorities. 
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SS nation-wide survey shows 10 main causes ; 
.7 less, effective remedies. Four new factors 
are revealed. Absenteeism is partly regional. À 
trition is a dangerous new factor. 


By CECIL CHISHOLM 


a IMULATED by the warm. recep- report . on absenteeism in P Bling workers; that a more active 
tion given to our two enquiries into . f; should be made by directors fo 
es Athe eai ses and cures of absenteeism, ocu af transport, prn oi xl personal contact with the workers 
we have conducted a third on a more. quate accommodation, conditions of to be au fait with the workers’ 
4 extensive: scale. To our questionnaire work—notably canteen arrangements—- of view. 
we have received an exceptional and Sunday work, which the Com- This new survey emphasises | 
number of fully detailed replies. In mittee appeared to confuse with the complexity of the problem. It als 
addition, a considerable amount. of seven-day week. In their report on out- shows quite clearly that while many 
field work has been done among put, the Committee get down to the causes contribute to absenteeism, most 
factory directors and executives. . subject more realistica ally. managements find that one or two ar& 
The result bears out my contention g "A the main source of the danger in their 
in previous notes on the subject. There Are Four Black own works. Incidentally, four unex- 
Absenteeism is not po so simple as | Spots in the Country. pected discoveries on the subject flow. 
the members of the Select Committee from the wide extent of the survey. It 
on National Expenditure would have lt w ill be remembered i that our own is clear from our enquiries that ; — | 
us believe, In their first report on. the conclusions were that absenteeism Was (a) Absenteeism is partly a regional 
subject, the Committee indicated that a functional disease and not a oca! matter. The average reported 
the. mere stopping of Sunday work symptom, that it was partly due to absenteeism (including non-war 
do the trick. In their second slack management that there were slack factories) is higher in Birming-. 


Remedies 


SEVEN-DAY WEEK 


SUNDAY WORK 


ARRANGING HOSTELS OR OTHER 


| PERSISTENT. overt Tue ACCOMMODATION | 


| pom JOURNEY 10 WORK REDUCING HOURS 


SUPPLYING MORE BUSES OR COACHES 
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HIGH RATE oF WAS 
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[omm ro AVOID pen TAR : 


CK OP INTEREST IN WORX SUPPLYING VITAMINS & MEDICINES 


‘VISIT OF HUSBAND OR BOY 
FRIEND 
LACK OF LEGAL CHECK ON 


d DIFFICULTIES OF SHOPPING 


KEEPING RECORD OF ABSENTEES 


EI 
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INTERVIEWING PERSISTENT 
ABSENTEES | 
ABSENTEES CUT OFF PROM ALL 
TIME 
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ANY OTHER REASON 
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irms answering BUSINESS questionnaire graded the "causes" and “tures” of absenteeism into first, second and third degrees of 


ham, Bristol, Glasgow and 
Surrey. 

One of these sources is malnu- 
trition due to lack of correct 
food, fatiguing journeys, lack of 
time for shopping and bad 
cooking in canteens. 

There is no longer any relation 
between hours of work and 
absenteeism. In the lowest 
returns of absenteeism are quite 
a number of firms working 68 
hours (day shift) and 66 hours 
night shift) while firms working 
only 49 hours a week win no 
night shifts have, in many cases, 
absenteeism running round 12 
per cent. 

Another cause is lack of interest 
among workers between blitzes 
im the subject of output. 


(b) 


(d) 


Aircraft Industry Figures 
. Have Improved 


The. present questionnaire listed 
‘twelve’ possible causes of absenteeism. 
Directors receiving the questionnaire 
-were asked. to give the three chief 
causes in their own concerns and in 
_the order of their importance. 
Here are the results :— 
| Persistent. overtime 
Seven-day week... bs 
‘High rate of wages : 
‘Desire to avoid income tax 
Visit of husband or friend 
Tiring journey to work 
Sunday work 25 
- Lack of interest in work . 
Difficulties of shopping 

Lack of Legal check on absentees 
her reasons — ... ; 


























paroma airan unninn 


marked solid black, the second white and the third dotted. 


ce or effectiveness. The above charts show the proportion of replies in each case, the first choice in each case being 
In this case each individual reply was credited with one point 


Ministry of Labour recommended a 
reduction of hours to 60 a week in 
July, 1940, with the hope that even- 
tually hours could be reduced to 50/56. 
As most employers know, this recom- 
mendation would have been given 
effect far more rapidly had not the 
Supply Departments pressed for longer 
hours to be maintained. During the 
present summer, however, the recom- 
mendation has been given wide effect. 
The beneficial results are seen in the 
fall of average overtime in aircraft 
and war factories. 

Our reports say that whereas absen- 
teeism was running at an average of 
12 per cent. in aircraft factories a year 


ago, with quite a number rising to 15/ 


20 per cent., the average level reported 
to us has now fallen to 6.8 per cent., 
as compared with 5 per cent. in other 
factories. : | 


Short Hours Can Produce 
High Absentee Level, Too 


The curious fact is that I can dis- 
cover no conceivable relation. between 
hours of work to-day and the incidence 
of absenteeism. Among factories 
reporting the lowest incidence of 
absenteeism (under 2 per cent.) there 
are three working 68 hours daily and 
on. at might. Ei certain firms ` w working 


of PUR: T. and 15 per cane. While 
firms working 48/54 hours per week 
report an average of absenteeism as 
high as 17 per cent. The most general 
percentage of absenteeism te day (out- 
side aircraft factories) is 7 per cent. 
On the other hand, the highest 
figures for absenteeism practically all 
come from the great industrial centres 
ot Birmingham, Bristol, Glasgow and 








is partly a regional problem. The 
average for Bristol, for instance, 1s 10 
per cent.; for Birmingham, 5.2 per cent. 

These figures are affected, however, by 
the coincidence that one small. firm 
reported absenteeism of only .75° per 
cent. In the Hertfordshire factory 
areas, the average was 6.1 per cent. ; 
in the Surrey factory areas, 5.8 per 
cent. The number of firms reporting 
in the Glasgow area shows the highest 
average in the whole of the country— 
10.75 per cent. More than one firm 
reported ‘absenteeism of 15 per cent. 
This makes.an average figure for the 
country of 3.84 per cent. 


Three Facts For Government 
Departments To Ponder 






In view of these figures it is urgent 
that the Government ‘Departments con- 
cerned should begin to look at absen- 
teeism as partly a regional problem 
The reasons why it is bad in these 
cases, to judge from information 
received, are i | 

(a) A greater independence of out- 
look and a lesser degree of 
interest in the war. among the 
Mores Partly this may be 
due to the time lag in the 
Shop "Steward movement being 
stronger in the great cities and 
in the factory areas. Partly also 
it is due to a lack of propaganda 
for output by management. 
Transport difficulties are at the 
maximum in the city factories, 
because so many workers haye 
to come a considerable distance. | 
In the factory areas of Hertford- 
‘shire and Surrey the transport 
ae a As” x acute because 
ne 


(b) 
























Transport. 
"The time is rapidly comirig 
when this Ministry will have to 


release of a few army lorries for 
these workers 
evening. Why should the Army 
have thousands of 
standing empty when 


| port? 
(c) The size of the factory in the 


larger than in the average, town. 
Absenteeism 
management efficie 
difficulty of | 








securing good feeling 
enthusiasm in a smaller factory. 
In this connection the article on 
the recent experiment by the 


page 15 should be studied. 


Transport 


Facilities Must Be 
Improved 
Returning - to our questionnaire, it 


will be noticed that the seven- day week 

is regarded as the second major cause 

-. Of absenteeism, securing 15 per cent. of 
Eon the total. Elimination of Sunday work 
. is one cure for this. It will be noticed 
that. Sunday work now is responsible 
^. for only 6.25 per cent. of the absen- 
teeism reported. The worker is 
apparently: not opposed to sunday work 

. as such, indeed he welcomes it if he 
still has one day off in the week. A 
large number of concerns are now 
working. five-week days and Sunday, or 

a six-day week without Sundays. [t 
-will be noticed that “Tiring journey to 
work” is responsible for 8 er cent. of 
the absenteeism reported, Since the 
war I have visited many factories 
where in peace time adequate 











an 
service was in existence, but to-day the 


service is completely inadequate in 

view of the number of people now 
.. working at these factories. The great 
: control "of vehicles by various Govern- 
ment departments is partly responsible. 
. But to my mind, many managements 
.. have not been sufficiently aggressive in 
=o urging local transport companies to 
A find. more transport by hook or by crook. 






Shopping Difficulties Can 
Be Overcome 





Of the remaining causes we listed 
“Lack of interest in work” and “Diffi- 
culties of shopping” got 4.85 per cent. 

each. The first is dealt with elsewhere 
and the second has loomed significantly 
large in individual comments on the 
questionnaire. It will loom larger as 
more women are forced into factory 
work. 


In a Middlesex factory it has been 
discovered that 92 per cent. of the 
women. spend a considerable time in 


96 per re of them find 













of "he Miley of TOUS 


approach the War Office for the 
morning and 


lorries | be 
the 
workers. so urgently need. tràns- | 


of the local shop-keepers. 
city and in the factory. areas is 


is a function of 
icy; And the 
securing - happy. 
employee relations in a great - 
factory is many times. that of ^ 


and 
list 95.86 per cent. of the best tested 


Western Electric Company on 


"Ga sohitich of this is to place orders 


g in advance to be collected by the 


worker when they have been made up. 
Another is to compel shops to open in 
the lunch hour and for an hour or two 
later in the ev ening. Ps seems Clear 


Another, EEG is to NEM the pee 
of unrationed goods in factories. This 
can only be done with the co-operation 
But with 
give and take, the idea might be used 
as a means to secure more practical 
hours of opening. 


These Are The Most 
Effective Remedies 
"Much more important than causes 
are cures. Here Business was able to 


and most reliable forms 
industry's greatest disease. 
Here are the returns : — 


of easing 








Cutting out Sunday work.. 23.4 % 
Reducing hours — ... Eus .. 22.09% 
Having persistent — absentees 
interviewed — .. 13.7596 
Absentees deprived of all over- 
| time E eo 13.3366 
Supplying vitamins, medicines, etc. 10.4296 
Keeping record of absentees ... 4.1296 
Supplying more buses or coaches — 3.3396 
Absentees refused Sunday work 2.5 % 
Change from piece rate to bonus — 1.2596 
Arranging hostels and other 
accommodation 83% 
Putting in a canteen = 42% 
Providing complete insurance 
| scheme ... i Yo 
Other methods 1.14% 
100.000%¢ 
Since persistent overtime and the 
seven-day week were acknowledged to 
be the main causes of absenteeism, it 
is natural that a considerable number 
of firms should seek relief by removing 
the cause. Thus, by “Cutting out Sunday 
work” 23.4 per cent. of the absenteeism 
has been relieved, while “Reducing 
hours" has resulted in a further 


reduction of 22.09 per cent. These two 
methods may be termed “reliefs.” 


Punitive and Welfare “Cures” 


Both Produce Results 


But with other firms, other methods 
were adopted to secure the desired 
results. Punitive methods, although not 
usually the policy of British industry 
in the twentieth century, have had to 
be used in certain cases. 

The first step in this direction is, of 
course, the interviewing of persistent 
absentees. This method carries with it 
the threat of report to the Ministry of 
Labour and eventual prosecution in à 
Police Court, This has been found 
effective in 13.75 per cent. of the cases 


reported to us. In only a few cases has 
the recording of absentees had any 
effect. | 

Almost equally effective, and cer- 
tainly more ae is the method of 







= scheme described in 





of the-total. Wi 
wiped out, it does 
in our list, The actual fi 
per cent. 
As mentioned above, many $ 
recognise that malnutrition was ons 
the main causes for a large number: 
their workers being absent or listle 
at their work, although they listed ot 
causes for the “preventable” abs 
teeism.. With this knowledge, it is^ e 
to understand why the supplying 
vitamins and medicines. should 
so high in our lists. Therefore, tha 
particular "cure" should rank fift 
our list with 10.42 per cent. show 
managers are alert to the medical: 
blem created by Malnutrition, 
dentally, considerably over tweni 
cent. of all the firms who respon 
our questionnaire gave the distribu 
of vitamins and medicines as om 
their three known cures for ab 
teeism. l 


How the Question of w. age 
Level Affects Absenteeism 


Only 1.25 per cent. of the total fox 
that a change from piece work rate f 
a bonus scheme had a positive eff 
in checking absentees. None found t 
opposite, changing bonus scheme | 
piece work rate of any value, T 
confirms the view that it is the to 
amount of money that matters, not. 
much the exact manner in which. £ 
wage-packet is made up. larg 
number of workers have fixed what 
they regard at the ma.rimum amount of 
money they require on which to Hyi 
They have no desire to exceed thi 
figure, especially as a large percentag 
of it would go in Income Tax if the 
did earn it. À 


Since canteens are now compulsor 
tor firms of even small size, it is under 
standable that "Putting in a cantee: 
can now hardly be regarded as a “cut 
and that the figure it scored, 0.42. 
cent, 1s not a mistake. * 










































































































































Propaganda Can Give. 
Short-term Relief 





Under the title of "Other mei 
we do get some enlightening ic 
Several firms have found the- pe 
Bust NESS, © 
be very effective for a short t 
stirring up the E ace: of w 
for their jobs. But, unlike the fi 
whose system we described, most of ` 
firms seem to rely on Government- 
issued posters, which are allowed to. 
stay up much longer than their usefal- 
ness cally for. 


Another enlightening suggestion 
that of preventing workers fro 
earning overtime until they have 


completed a full week’s normal work. 
This matches up fairly closely 
suggestions made to us by ¢ 
recently and is worth consider 
Phe ipee us cone. con 
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IRECTORS of both nucleus and 
linked-up firms under concen- 
tration are facing entirely new manage- 
ment problems. One of the industries 
most advanced in its concentration 
plans is hosiery. 

A week in Leicester provided some 
interesting side-lights on the new pro- 
blems. While the nucleus firm is 
obviously faced by production compli- 
cations in undertaking new lines for 
linked-up firms, the directors of such 
linked-up firms have to switch rapidly 
from the running of a complete business 
to the running of a mere sales organi- 
sation. 

The changes involved are so exten- 
sive and the time given for adaptation 
so short that skill in management will 
be at a premium. Taking a typical 
instance, one hosiery concern has 
absorbed five others. The work pre- 
viously done in six factories will now 
be done in one. Yet the production of 
all the multitude of lines required will 
employ fewer workers than were 
originally employed by the nucleus firm 
alone. Output also will be considerably 
reduced. » 


Concentration Cuts 
the Frills 


ERE is an opportunity for the use 
of simplified practice with a 
vengeance. Impossible to make 120 lines 
with the machinery and floor space 
used for 20 before, except by increasing 
overheads savagely. The only way out 
will be to cut all unessential lines, and 
eliminate all írills and unnecessary 
details in order to give long runs and 
economic production. All this is going 
to call not simply for a mastery of 
production methods but even more for 
skill in convincing linked-up firms that 
some of their favourite linés can be 
sacrificed without ultimate loss of good- 
will. 

In this industry, a number of out- 
standing questions are being rapidly 
settled by the leading concerns. The 
Government asks the nucleus firm to 
work for the others "without profit." 
To my mind this is practically impos- 
sible. However, in the circumstances, 


Qut 


the material wasted (as a percentage 
always must be in production) will be 
sold as waste by the nucleus firm. An 
aliowance will be made for the loss in 
manufacture due to moisture, the cost 
being included in the cost of the article 
to the linked-up firm. 

A share of the total overheads of 
linked-up firms will include adminis- 
tration as well as production, being 
based, of course, strictly on pro- 
duction for the firm concerned. The 
linked-up firm will also be charged the 
exact cost of delivery to their ware- 
house or direct to the customer by the 
nucleus firm. 

Each firm absorbed will pay its own 
war damage insurance on its plant and 
on that used on its behalf by the 
nucleus firm. Of course, each firm 
linked up will pay the cost of maintain- 
ing its plant put into store- for the 
duration. No one has yet found a means 
of splitting any possible E.P.T. 
accruing to a nucleus firm as a result 
of an increase in turnover. In most 
cases, the firms linked up will keep their 
own salesmen on the road and their 
own sales organisations intact. 

In most cases, the nucleus firm 1s 
putting a director of the linked-up firm 
on its own board. This sounds delight- 
fully simple in theory, but it is going to 
mean quite a few difficulties in practice. 
For instance, each of the small firms 
linked up will necessarily acquire a 
very considerable knowledge of the 
production and sales practice of the 
nucleus firm, 

In fact, some of the smaller firms 
are becoming quite philosophic about 
being concentrated. After all, they 
are relieved from all financial responsi- 
bility for the. duration; they are 
assured a permanent market for their 
goods until after the war. They will be 
able to concentrate all their energies 
on planning their sales organisation 
and in cementing their goodwill with 
customers. 

Eventually it is doubtful whether 
many of them will care to return to the 
ardours of competitive business against 
more powerful rivals. On the other 
hand, they may become increasingly 
important factors in the bigger nucleus 


liy T : ` a EL 


concerns, particularly if their designing 
and marketing skill is exceptional. 


Common Sense Applied to 
Concentration 
OT the least of the ills resulting 
from concentration of non-essen- 
tial industries is the interruption in the 
employment of many hundreds of 
workers. Even when they do find new 
jobs, workers who have been highly 
skilled in a “non-essential” industry 
frequently find that they cannot secure 
work that can make use of that skill, 
with resultant substantial drop in 
income, 

A leading aircraft firm, which is 
taking over a number of the factory 
buildings which become available as 
their original occupiers are “telescoped”, 
has adopted a common-sense scheme 
which has the dual effect of benefiting 
both themselves and the employees of 
the old firm. Under this plan a com- 
plete survey is made of the type of 
work carried on in the factory and 
where possible work of a somewhat 
similar nature is planned for that par- 
ticular factory or section of the factory, 
when it is taken over. Thus, to quote 
an example, a silk stocking factory in 
the Home Counties was commandeered, 
but before the work of the hosiery 
firm ceased, an official of the aircraft 
company discovered that many of the 
girls who had attended the looms could 
easily adapt themselves and their know- 
ledge of intricate machinery to that of 
automatic lathes used for aircraft pro- 
duction work. 

Accordingly, except for the short 
space of time required to move the 
hosiery plant and instal the aircraft 
machinery, employment for several 
hundreds of girls went on uninter- 
rupted. The advantages to the air- 
craft firm were many. First, they had 
a full complement of workers with a 


considerable degree of mechanical 
eficiency. But much more important 
was the fact that their personnel, 


having already worked together for 
some years, were already imbued with 
the “team spirit.” 
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believe that a. wholesale ionery 
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- tribution, but something had es be 
s doner sol determined to try ai least 
z -some of the. For | : 


Sroblems That Had 
Be paced 


: d had been trained in. 
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- have to face seven ma jor problems. 


a) We must have our own factory 
. built for the job. 

(2) We must have the machinery, about 

| which we knew little or nothing. 

(3) We must create and train a labour 
force which was unique in personal 
enthusiasm to get the economies 
from mass production: on a small 
scale, That force to be tip-top and 

| fighting keen, 

(4 We must create a new market for 
what was already a highly com- 
petitive line, commercial envelopes. 
Selling direct to the consumer 
seemed the only outlet for the 

^. heavy production visualized, 

(5). We had to find a method of selling 
which, whilst retaining all the 
personality so essential to modern 
selling, did not involve the money 
and time involved in - personal 
travelling. Personal contact with 





prospects is a tremendous business 


builder, but it has this important 
fault; that - should the individual 
fail to function for any reason, the 
goodwill built by that means is 
difficult to retain. There is a risk 
of large slices of business falling 
away at critical periods. 

We had to face these issues on 
I i financial resources, i 










decided on 


get materials cheaply was 


. four d one i ina deri 





maintain all the individual contact 
-with workers and customers. that 
. were an essential part of our NODE 
policy. | 


XE deal with these problems in order. 


‘Lucky Find For a New 
Factory Building 


"We had very little money in those 
days, and we had to move cautiously. 
I had drawn a plan of what I con- 





sidered the minimum size and type of 


building required many years pre- 
viously. This was dug out, and with 
shght amendments met the needs so 
far as I could visualize them. An 
architect's estimate for the building 
was our first obstacle, much too heavy 
in cost. 

I therefore looked round 
another way of dealing with it, 


for 
and 
rection by direct labour 
under my own supervision. Where to 
the first 
question. I solved it by going to a 
demolition contractor working on a big 
job. I showed the foreman my factory 
plans. He looked quite astonished for 
some reason, and took me over to a 
small building not yet demolished. 
“Look here. This is your factory” 

he said. It was my plan, foot for foot, 
window for window, door for door. I 
quickly bought the building, and had 
it transported and re-erected by direct 
labour. 





Personal Experience Helps 


Workers and Machines 


Of course, I know nothing about 
constructional work, No doubt I was 
"had for a mug" a dozen times, but 
it was a fascinating job to handle, and 
we built for less than half the 
architect's estimates. From this small 
building of about 1,500 square feet, we 
could turn out many millions of enve- 
lopes every year. We left room for 
expansion in the future, and we have 
needed it. 

The next move was to purchase a 
second-hand envelope | machine. We 





tly (dapted to Meet the Requirem 
irms with only. a few dozen empl 
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we were getting, and refused to accept 


machines are designed which give bet 1 
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improving its speed. We could 
employed an expert to teach us f 
to run it, and to overhaul it, but T 
determined it was essential to t 
stand the machine by pe. 
experience; How else could I apy 
the workers' difficulties and poin 
view ? o 
We did once employ an ex 
advice after we had established 
own methods. We offered a fee for 
widely skilled technician to visit us d 
check up,.and to advise any impro 
ments he could. He reported. that: 
twenty years’ experience of enveloy 
machines in many factories, he 
never seen such production fig rures | 































































his fee. $ 

The old second-hand machinery he 
long ago been sold off, and the je 
modern plant replaced it If m 


prodüction figures, we scrap the. 
ones, even if they are almost new. 


The Seyen Tenets of Success u 
Business Building 


A machine which is 
less than the latest ty 




























just ig economy. = 
From the first I ad 
duction, No, you fe i 
production is just as. heinta 
eA with nine , workers as 







us the cR ot ut 2 : 
train a new staff, and we Wave M E " 
team, 


"Mund Q tre ing 

e as “Labour, x I decided on 

the. following main points, 
(DT he do ou fashioned d 































E Government has set up local 


org eae enous a dealing with 
g, bottlenecks and 












al aa av id. pr tape and cut 
cof the tangles already ERES 
ll they ask is to be used. 

‘speed of war production 1s no 
impeded by shortage of orders. 









sufficient. to keep industry fully 
yed. Our P ni is to peo 







m Boards us been a to 
this, Their special duty is to 
t every machine tool, every 












































: The most interesting service of each 
loard is its capacity exchange, 
rganised by the Secretary and where 
ecessary, 
learing centres covering a 
wn or county. It is the job of this 
tehange to see that aa spare hour 


p: They ty to put. every hrm. that 
(me to. them with a request for 
prot '€ capacity, however small or 
however large, into touch with the firm 
cr firms which can offer it, either in 
their own region or in another part of 
the country... | | 


Men add Machines Will 
| Be Available 


T “The method of action is quite simple. 
‘Every Regional. Board's Secretary 1s 
ready to receive from the management 
y firm in. the region such requests 
nd. offers of, capacity. For 
cern may have a jig 
nne to be idle next 
: 10 miles 









-work ron ipie à aane to 
e à bottleneck in its production 

“he. 10b. iH be done for the 
b: otherwise idle 
i rst The Board's staff 


a “with tec Pec 

















usn “to : oleo 
Binen.  Oné'f firm | may 




















a machine, 


carried out by subordinate” with the backing of respohsib 


single - 


The other side ‘of the 4 
not be forgotten. however 


work of any sort pes your 
contacts.fail you, your Regio 
are ready to comb the counir 
if you will give them immed a 

There was never any red tape about 
the work of the Area Boards, and 
this tradition is maintained by. 
Production Executive. The- 


















in their own area; 


produc n dvis 
Regional oll on qhe bln 


iv accommodation ; it co-operates with 
Eme ency Repairs Department, of tI 


repair. of. air raid damage; 
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= quickly removed. 


providing and allocating fac 


ion with. * 1 
it brings 
Regional 
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y: b .they can be 








“action 


Help F or oaia Material 
| and Labour. Shortages | 


ue assists in securing raw materials 
the. local i concerns NE. Me 


düe c 
officers. - 
handling this work are mostly principals... 
they are expected. - 













to act quickly eg independently upon assi 


their own initiativ 





Time Saving is Import 
Factor in the Scheme 


These Regional Boards, if properly 
used, render. one further service. They 
save time. The official members are 
each responsible to their own Depart- 
ments, This means that any complaints 
or suggestions relating to war pro- 
duction can be reported from the 
Board direct to the proper Department 





officials. This cuts out the delay caused 


Ford 


















'aining for. young cubren) 
her, each Board maintains close 
with the.. girone Comtmis- 


Prod uctio: 
Street, L« 


Lines 


( Continued from page 13) 





no ice if the 


scription list cuts 
is light, and 


workers pay. packet 
his job heavy. 


(2 There must be a determination 
to cut out both overtime and short 
time, Security is the average 


worker’s greatest need, In the past 
eight years 1 do not think we have 
had six weeks of short time, and 
that due to war conditions we 
could not control. 

Our policy proved so successful 
from the putset that we could not 
keep pace with the business, We 
aimed at 52 weeks’ pay in the year 
and achieved it by making for 
stock over our three months’ quiet 
period, 

(3) I pay for holidays, and have 

| So for years. 

(4) Reasonable time off for personal 
reasons is paid in full. The worker 
is a partner in the business, 

(s) Workers away sick are paid in full 
~ for at least the first week. After- 
wards we make up National Health 
Insurance to the full week's pay. | 
(6) A five day week was aime ow 
pH pot Achieve | it for 


done 





'to work. We 


coüld prevail with great gain to 
| ye A joke and a smile; an 
ude are not imcompatible | 











All this is very simple and it seems 
i have the finest staff any- 
one could desire, and no one ever takes 
advantage. 

Ford asserts that his principle of 
business can be applied to any mdustry 
with equal success. I set out to test 
that theory and adapted to so different 
a field as envelope manufacture. It 
has resulted (until the war) in rapidly 
expanding turnover and profits. Ford 


principles interpreted to our needs did 


: not fail us. 









How can. one preserve all this in 
War-time? Given a. modernised one- 
line, mass producing, direct selling 
business, ^ believe one's course in war’ 
time is clear. | 

Business difficulties will increase 


urther before this war is won. After 
war, there will be an outery for 
ery sort of goods. Here again, unless 
mers can be kept at least partially .. 

e : -small 
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in some detail, as the vital repo 
o only obtainable in the Ui 
3 during the war. WT we 
In looking at American exp 
labour relations a numb 
~ have to be borne in mind 
|. American workers are the 

| immigrant nuu | 
























h taught us. an immense amount 
bout mass. production, fact 

agement, time. and motio 
Are ted in  altpost: i eve 
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An Epoch- Making Report 


on Management 


All these factors mean just this. 
Neither. management nor worker are 
so combative here as 1 America. War 
conditions have further rel 
management-worker tension over here 
so that any results to be obtained from 

anew method of approach are unlikely 
to be so startling here as there. | 
.. Allowing for all this, these new 
 ;experiments must influence manage- 
ment methods and attitudes to labour 
-—" profoundly. Indeed, I regard the final 
- report* on the experiments (1924- 1938) 
at the Hawthorne plant of the Western 

. Electric Company as the most impor- 

tant book on management published 
since Henry Ford's My Life and Work. 

Western Electric is regarded as one 
of the best managed the great 
American undertakings. ` mployment 
roll is normally over 25,000- people, of 
sixty nationalities. It has its Indus- 
trial Relations branch corresponding to 
our Welfare Department, its saving 
schemes, loan association, 

insurance, social and 
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* Management and the W nz hs 
xoethhisburger.and William | 
rvard Jniversity - Pr 






independent 

researches in the United States, Indeed... 
a completely. new - approach to the P 
. whole problem has been discovered: Tt os: 
< is worth while to-record. these findings D 











: with Mii fields and gymnasia and 
¢ a full 
- private. hospital. 
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ne of the Western Electric Co. (1924. 38). 
far-r aching report on management since F ord's 
and Work" is here discussed in detail d 
irtling conclusions will profoundly influence per 

an management in this couniry 















workers was kept under a con 
amount of light, while a second 
group was gradually given more 
Both groups were working On Ww. 
small induction coils on wooden : 
They worked in different Dual fin 








medical service, including a 












For t | reasons it is more in line 
with thi t est British industrial concern 
than many other American businesses. 
















. "n A that the spirit of 
Lighting Controlled the First aided F 
Experiments While the contr ol 





In 1924, the Western Electric, with 
the co-operation of the Industrial 
Research Department of Harvard 
University and others, beg gan a series 

juiries into the effect of working 
üs on output which led to 
reyolutionary conclusions, — Normally 
the physical conditions affecting output 
are regarded as Ene conditions of 
work, seat i 








of 16/20 orane. c t 
worked under three different intei 
of light, 24, 46 and 70 foot ca 
The output of the test TOUD Tose W 
the amount of light. But so did 
output of the control group. indeed 
difference in the outputs of the £y 
groups was completely negligible. 

















































| : à 5 The First Signs of Steady o 
work. TH CI Ah dealt with Ont "I x 
lighting. to discover what the utput increase 
optimum ` ighting on various  jóbs The question then 

might be in view of the output obtained whether natural sun-li 






under various degrees of illumination. 
For this. purpose a test group of 






vented definite control of the | 
intensities. In a second test, only s arte 
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t was used. The control group 
vas p ded with a level of 10 foot- 
andles while the test group was 
rovided with intensity levels of 
— 3  foot-candles, with — steps 
creasing one foot-candle at a time. 



























- I give the extraordinary result in the 
recise words of the scientist reporting. 


J After the level of illumination in the 
test group changed to a lower level, the 
efficiency of both the test and control 
groups increased slowly but steadily. 
Directly the level of the illumination 
-for the test group reached 3 foot- 
candles the operatives protested saying 
they were hardly able to see what they 
were doing, but the operatives could 
and did maintain their efficiency to this 
- point in spite of the discomfort and 
handicap of insufficient illumination. 
In a third experiment two capable 
atives kept up their output when 
ie light was cut down in their room 
0.06 of a foot-candle or that of a 
rmal moonlight night. 








































|. Increase in Illumination 
— « Popular with | Workers 


Finally the two original groups were, 
ain used to check up on the previous 
periments, 
First, the amount of light was 
reased regularly day by day. The 
s said they liked the brighter lights. 
a day or two the electrician merely 
ot bulbs of a certain size and 
bulbs of identical size without 
changing the amount of 
the girls were delighted 
s increase of light. —— 
several days the experimenter 
nsity of light. 
“about the 
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A fter i r 
tarted to reduce the int 
gain the girls complained 

er light not being so pl 
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Two 5-min, rests 
Two 10-min. rests 

Six 5-min, rests 

15-min. a.m. rest and lunch 


10-min. p.m. rest 
Same as VII, but 4.30 stop 


easant to |. 


———— ene’ 





but 4.00 stop 


but Sat. a.m. off | 
| 48 


trician had made no change whatever 
in candle power. 

Actually output never changed on 
any day of this experiment. 

It was this preliminary series of 
experiments on lighting that suggested 
to those concerned that there was 
something more important to factory 
workers on a delicate, eye-straining 
job than even a good light. What was 





Rest Pauses Lead to Sharp 
Step-up in Output 


Clearly the answer demanded further. 
experiments on a larger scale but 
better controlled, more closely observed. 
It was decided to isolate a small group 
oi girls working on relay assembly (of 
about 35 small parts) in a small room 
where their behaviour as well as their 
work could be studied and recorded 
systematically. With the girls was an 
observer from the research staff to 
record results and to maintain a 
friendly atmosphere. 

The girls were told about the experi- 
ment, asked to work normally, encour- 
aged to give the observer their genuine 
comments, ideas and complaints. 


It was decided to test on this group 
the effects of a variety of working 
hours and of rest pauses. Both quantity 
and quality of output can be easily 
tested in a simple assembly job of this 
type, the latter by the amount of repair 
work caused in process or by inspection. 
Output would naturally be the criterion. 
A change in hours or other conditions 
that increased output would be good, a 
change that reduced output would be 
For.a-fortnight the g 
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2,400 units per week 


| | Output up 
T | k Output level 

| Output sharply up 

| Output down slightly 











4 ekly output up; hourly out- 
| Output lev : 
Output up new high level for 
. every worker. 

Weekly and hourly output 
sharply up, 3,000 units per 
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hour week, including Saturdays, _ 4 
For another five weeks they worked — 
ander exactly the same conditions in ^ 
the new Relay Assembly Test Room. ~ 
Output wa ays à week. > 
Next piece | | 
allow for. t 
operator r 
incentive 
existed i 
ed i the shop were used. Output 
went up and stayed ‘up during eight 
Now two rest pauses of five minutes ` 
each were introduced. Output was not 
affected. 
Rest pauses were now doubled to 
ten minutes. Output rose sharply. 
. Six pauses-of five minutes each were 
now tried. The girls complained that 
they were always starting and stopping. 
Output fell shghtly. 


Output Again Jumps Up 
With Shortened Hours 


Two rest pauses were next intro- 
duced. During the morning pause of 
Ríteen minutes a lunch was provided 
by the company, while the afternoon 
pause was ten minutes. Output rose. 

Next the working day was cut short 
at 4.30 instead of 5, rest pauses 
remaining as before. Output rose 
sharply. 

When the working day was cut by 
another half-hour (closing 4 p.m.) 
daily output remained level, while 
hourly output rose. * 

After that, hours went back to 
normal, closing at 5. Weekly output . 
rose sharply, although hourly output — 
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normal fatigue. Every manager knows 
.. the.deadly effect of cumulative fati gue 
75 en the average human being. Interest 

flags, attention wanders, pace slackens 
while the sense of effort lowers the 


“spirits. - 


E Six " Uabeard-of Results 
. of Two-Year Tests | 


—- The rest pause is a largely British 
a ^. device to reduce fatigue. We owe much 
to the experiments on this subject of 
^ Prof. Sargent Florence, Burtt, Myers. 
I give on page 15 Burtt's classic curve 
-for a normal day's work curve and the 
Industrial Fatigue Research Board's 
curves on the effects of boredom on 
on the repetition worker. 
. Naturally the fatigue curve varies 
according to whether the job entails 
heavy muscular work, merely skill and 
dexterity, or whether a rhythmic move- 
ment is possible. Curve 1 is typical 
of the heavy muscular job, curve 2 of 
light repetition work. | 
. — Work curves for individuals ex- 
~ periencing monotony in their work are 
described by Myers as being charac- 
terised by (1) a drop in the rate of 
. work in the middle of the spell, (2) 
an increased variability in the rate of 
work, and (3) a tendency for the rate 
of work to increase at the end of the 
work spell. This tendency is called “end 
spurt" and is said to be due to the 
relief experienced in realising that the 
work is about over. 
, Commenting on work curves having 
these characteristics, Viteles said, 
-. "The significant fact is that such 
. changes in the rate and variability of 
. ., production, represented by a change in 
the shape of the work 
1i the case of w 























third period to 13.4 minutes in the. 
second last period and 14.4 in the last. MEM P$ ok. 
‘Lhe typical daily. 















(o. With repetitive work." 


in some ways was the banishing of 


curve, appear. 





"affemoon. 








monotonous job. Reproduced from H. E. 
Barts Psychology and Efficiency, by 
courtesy of D. Appleton-Century Co. 
express boredom and dissatisfaction 
early this Hawthorne test falls 
naturally into the category of monoton- 
ous repetition work. We should expect 
in output curve between the two shown 


+ in Figure 2. 


_ We should expect that output would 
be lower in the last three days of the 
week due to an accumulation of fatigue. 
We should expect periods 2 and 3 
(before rest pauses were introduced) 
to show the greatest decline in the rate 
of work, | 

In fact the following and hitherto 
unheard-of results appeared :— 

(a) Between Mondays and Fridays the 
output rates of these girls were 
practically constant, 

'(b) Minor variations adhered to no 

| general pattern: sometimes the 
output was changed on a Tuesday, 
at other times on a Friday. - 

(c) While output was relatively low on 
Saturday, it was also relatively low 
on Monday. 

(d) In periods 2 and 3 the morning 
output exceeded the afternoon by 


TWIN 


A Revolution in 


WEEK-END consisting of 72 
hours! Twenty-four hours free 
every other day! How would such 

a system affect your output? How do 
employees like it? 

These questions can be answered 
from experience by at least two manu-. 
facturing’ firms who have put the 
system to the test. This is how they 





have worked it. 


Workers are divided into two sets, 
each of which spends twenty-four 
hours in the factory and twenty-four 
hours away from it. 


Travelling in Peak Traffic 
Periods is "Obviated 
By one method, which has worked very 


well the twenty-four hour period 
begins and ends at 10 a.m. This means 






breaks for meals. Fr 











ork — curve . for a 


rest, 


tons were relatively a 
average again rose to g 


















eriods 4 and s, the 
percentage between mor 
.afternoon was 3.9 per ce 
. rest pauses) whereas it w 
3.3 per cent. in periods - 

‘he explanation that — 
pauses had not been long 
scarcely held good, since no; 
change occurred when they 
lengthened, ol 
When rest pauses were res 
the afternoon rate o f 
actually exceeded morning o 
.by an average of 16 per 
Four operatives out of the five 
more in the afternoon than ; 
morning. 
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Good Conditions Immun 
Workers Against Fatigue 















lf these results mean an ything, 
show that ordinary fatigue Was 
felt by these workers for some eig 
months, except when rest pauses a 
other privileges were tempora 
withdrawn. | 

Indeed the facts admit of no oth 
explanation, since the experim 
covered over two years. In f 
interest in the work, a sense of. 
sonal importance, the feeling ofh 
found a niche of her own, had ap 


































(To be continued b 
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Working Hours 


then the workers carr y on til. 
the next thorning, when they 
tree for twenty-four hours, wl 
second set of workers tal 
place. B 

Deep ARP. shelters 
bunks are provided, and all m 
obtainable on the premises, - 
work and rest periods, | 














This System Gives. a 3 
‘Weekend Break 


a | My rate m w 
time, take kindly to the idea, Ti 
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HE fall in shop sales by 10.356 1s 
significant. It proves that the effect 
of the rationing of clothing 

was entirely responsible for the good 

sales figures in June. Indeed, the 
decrease in non-food sales was more 
than twice that for food and perish- 
ables, a sharp contrast to the small 
decreases and occasional increases 
recorded in earlier months of the year. 

Yet sales in July 1940 were already 

low, 17 per cent. below July 1939. 

Rationing is putting a brake on the 

sale of clothing with a vengeance. 

The decrease in non-food sales 1s 
ever 20 per cent. for both piece goods 
and women’s wear; 15 per cent. for 
mens’ and boys’ wear and 10 per cent. 
for boots and shoes and fancy goods. 
The fall in sales is more evenly dis- 
tributed over the areas than usual. The 
only exception is Scotland where the 
sale of piece goods actually rose by 
1.5 per cent. and that of household 
goods by 12.8 per cent. 

Yet the trend of sales is higher in 
July than in June. So that war-time 
conditions have entirely reversed 
normal trend,—a fall in sales during 
July. 


State Subsidies Will Not Prevent 
Inflation 


OW if prices are up at around 60 
per cent. wages are up by about 

22 per cent., with only 50 per cent. af 
the pre-war supplies of goods available. 
It is clear that inflation is a quite 
present peril, and not a theoretic bogey. 
The one solution to this problem is to 
put a salient to wages. Mr. Bevin 
apparently believes that this can be 





. - ed > "i . ` ARGS J F 














DE 
"és 





a 
PIT 
P. 


"mt a a E 














LAS WE 

"^ 

B P 
done if the Govern- 
ment can  stabilise 
prices. Personally, | 
agree with Mr. 


Bevin's Union, which 
says that prices are 


~e 


D E not and cannot 
` > si be stabilised. (I 
j ud h would add, unless 


wages are stabilised). 
Meantime, the miners have their 
attendance bonus, women workers in 
various industries are seeking to bring 
their wages more into line with those 
of men doing similar work; and the 
railways are apparently to be sub- 
sidised more liberally than ever. If the 
Treasury imagines that it can stabilise 
prices merely by subsidies, it will 
cuickly find it is another bend of the 
vicious spiral, For who is to decide 
on the size of the subsidies which each 
price-controlled industry will demand? 


Will Burden of Post-War Debt 


Be Bearable? 
A FEW responsible people consider 
that “controlled” inflation may 


be a benefit. (“Controlled” inflation 1s, 
of course, already here. It 1s uncon- 
trolled inflation that one fears). These 
people argue that only a dose of 
inflation will enable us to pay the cost 
of the war. 

A survey which the “Economist” has 
made of the cost of the present war 
to date, does not support this theory. 
On the contrary, it suggests that the 
cheap money policy of the Government 
should make the burden of post-war 
debt bearable. 


The reasons for this are clear. 
First, the Treasury is paying 
little more than half as much for 
money. Secondly, the proportion of 
expenditure left as debt is much 
smaller in this war. Thirdly, our 


the 
or 


greatest creditor: in the last war, 
United States, is now lending 
leasing us the goods we require. 

Finally, the debt was incurred with 
wholesale prices running as high as 135 
per cent. (1918) and 145 per cent. 
(1919) above pre-war levels. But prices 
very soon settled down to around 50 per 
cent. above pre-war level. The 
Economist concludes that this rise in 
prices will be prevented, a reasonable 
supposition in view of present 
experience. 
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Inflation is a Present 


Peril, Not a Bogey 


Says CECIL CHISHOLM, M.A., 


Consultant 


At our present rate of increasing 
expenditure, the war would cost around 
£10,000 million if it lasted as long as 
the last. At the current rate of 
interest (under 2 per cent) this would 
cost (nett) £150 milhon a year or 
around 1/6d. in the pound. 

What I think the Economist does 
not offset sufficiently is the probable 
inerease in the cost of the social 
services. 


How Export Will Help Now And 
After the War 


O method of easing post war 
taxation will be to increase 
exports. But shall we have materials to 
make the goods, ships to carry them— 
most important of all—and shall we 
have the markets? Certainly war con- 
ditions are cramping our export style. 
Changes in the export policy forced 
on the Government by the logic of 
events are crippling the efforts of 
the manufacturer. I outlined the new 
policy (the fourth phase of our war- 
time export policy) in June. Since 
then certain new factors have got to 
work, noticeably the inevitable results 
of the Lease-Lend Act. 

Very briefly, the 

changes are these :— 

(a) The conversion value of goods 
for export is again vital. Clearly 
we cannot export America’s 
precious steel unless it has been 
fabricated into a really valuable 
product. 

(b) Our situation wis-a-vis Canada 
is delicate. America has always 
regarded Canada as essentially 
her market. 

(c) Finally, lack of sterling continues 
to operate against purchases by 
all the Latin American republics 
except Argentina and Uruquay. 

There are cases, however, in which a 

case can be made to the Board of Trade 
for special consideration.” For instance, 
Japan is simply eating up the South 
African market. There is a case for 
the granting of licences, the finding 
of shipping space for exports needed 
to maintain a hold against Japan. 

Finally, care has been taken to keep 

firms going in most of the branches of 
the concentrated industries that make 
distinctive specialities for export. 


effects of the 


A simple progress board using the actual 
job cards to indicate the exact state of 


production of any unit in course of 
manufacture or assembly 
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This System Gives Production, Progress 


and Pay-Roll 


EVELOPED from an idea that 
has been successfully employed 


in the tailoring trade over a period 
of years is a production control system 
just introduced in a number of engin- 
eering works engaged on intricate 
Government contracts. 

Costing and progress control are, as 
in all branches of engineering, matters 
on which the greatest detail and much 
time have to be spent. But, by the use 
of this system all the individual 
operation tickets and the master ticket 
covering the whole job or unit can be 
produced, with all the essential details, 
in One operation. 

Basically, the system provides a 
separate ticket for each individual 
operation, all these operation tickets 
forming part of the master ticket from 
which they are detached as work on 
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A typical job ticket for use with this system of production control. The master section on right is printed, with details 


= B 


Control on 


One Card 


Simultaneous preparation of job tickets gives a 
complete method of stock and progress record, as 
well as wage-costing control 


each section of the job is handled. The 
machine which imprints all the neces- 
sary details on these tickets con 
trolled by six or twelve sliding handles, 
according to the amount of information 
required on the ticket, and the actual 
printing is done by a single operation 


of a lever. 
of Wage Costing 


Full Details 


Is Given on Joh Card 


is 


All details of the  piece-work 
rate to be paid for each operation, 
or the time-work (minutes to units) 


value of each operation or the time 
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such operation should take, can be 
shown. In the case of piéce-work, the 
actual price is shown in clear neures. 
When the operation is of a pre-deter- 
mined sterling value, but the operator 
is on a time rate, the then 
expressed by a code letter. 

On receipt of an order, together with 
the drawing or blueprint, and the pre- 
arranged schedule the 
mastcr job ticket for the component to 
be made is prepared befor« any Instruc- 
tions are issued to the works. 

In the example shown in the illus- 
tration below, only eight operations are 
needed for the completion of the job, 


value 1s 


OI operations, 


Mat. Doe 
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tasks, in one operation with the remainder of the ticket 
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“he figures below the description of 
. operation represent the time in 
$ and minutes that the operation 
ld take. In place of these figures, 
re can be a code used indicating 
h elapsed time or the minutes to 
s value. Furthermore, where piece- 
rk is involved, the piece-work rate 
each operation is shown in clear 
es, thus indicating the amount to 
h the piece- -worker is entitled on 
mpletion of the operation. 








How The Progress Board is 


Designed | 


Tt will be seen that the information 
h the first five lines of the sectional 
ckets is the same throughout, and is 
epeated on every sectional ticket. The 
: given are those usually 
equired, but other information can be 
ecorded, and the sizes of the sectional 
kets can be planned to ‘meet , the 
equirements of the job. 

“The tic rked "P" are detached 
“job ticket along the 
, and are used for 


he planning department decides not 
Ls ;the route but. the time- table, 


juis: maral and any “special 
Is im) The progress department 
Il see that these decisions are carried 


se of Master Ticket Prevents 
Production Bottlenecks 


-The top portion of the master ticket, 
at is, the section containing the 
eration tickets, is also filed in 
ronological order in accordance with 
production date, Le. date job is 
n the machine for the first operation. 
this stage there can thus be seen 
he planning positions of each machine 
d the works order awaiting release 
o that machine. The load on every 
nachine is indicated, so “bottlenecks” 
prevented, 
Towards the right hand side of the 





xaterial due" and materi issued" 
reon. This stores requisition ticket 
S passed to the stores for the release 
the material required. Below the 
quisition ticket is seen the allocation 
t which is ultimately filled in when 
e finished components are received. A 
t of tools and jigs required can also 
e incorporated, as shown—the ticket 
ing extended in length if necessary to 

for kad geras pene included: 


ed, each. operation ticket being, 


of 


for collecting, 





The Office Needs Its 





Vital 


ie 


"We must on no account interfere with | 


the complete record of information 
relating to production. This is entirely 
essential to the efficient conduct of 
our programme." 


HE speaker is Lord Beaverbrook, 
duc energiser. The occasion is an 
effort to cut out red tape at the Min- 
istry of Supply. Countless Gov ernment 
forms and returns must go, but com- 
plete, up-to-the-minute records must 
remain. Ea 
How are these “complete records of 
information relating to production” to 
be obtained quickly and accurately? It 


can only be done by the use of the 


most modern systems and machinery 
collating and classifying 
day-to-day statistics of oe and 


other work. 


But this job of complete recording 
is vital for every one of the 15,000 


industrial concerns — working on 
Ministry of Aircraft Production, 
Admiralty and Ministry of Supply 


contracts. So far the Government have 
merely recognised that these systems 
are vital to. the handful of concerns 
directly controlled and who thus have 
access to Government priorities in office 
machines and equipment. 

* *x 5 * 


Yet how much of the loss of pro- 
duction due to lack of co-ordination, is 
actually the result of inadequate figures, 
inadequately presented? 


The presentation of the necessary 


facts quickly, logically and accurately 
arrests attention and stimulates action. 
With modern administrative systems, 
as with modern advertising, it may be 
said that everything is designed first 
to arrest attention, next to sell an idea 
and thirdly to generate action. 


There is little evidence so far that 
the Government realises this. Modern 
administrative systems and equipment 
are an integral part of the mechanism 
of production. These products are as 


vital to rapid and efficient prosqeron ; 


as machine tools. 







* : * 


There are few instances : 
or of boitlenecks in whic 
inadequate -or late r 
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airplane manufacturer recently sub- 
contracted a considerable quantity of 
machine shop w ork, Some weeks later 
they discovered that their own shops 


would shortly be starved for work, 


On investigation it was clear that 
the method of allocating and reflecting 
the machine shop loads was inadequate. 
They failed completely to present to 
the executives concerned an action- 
compelling picture of the true poten- 
tials and the actual loads. 


* i * * 


Another source of hold-up is the 
failure to keep component parts manu- 
facture in step. There are, for instance, 
enough valves to complete an engine. 
programme three months. ahead, but 
not enough gear wheels. to complete 
a programme due the previous month. 
The final engine output is determined 
by the smallest individual quantity of. 
any constituent part. Each factory 
has it own complexities of material 
supplies, component stocks, machine 
shop loads and so forth. But in the 
last 20 years, ingenious methods have 
been devised, tested and improved, so 
that they can tackle the most compli- 
cated of these programmes without risk 
of error. 


* * * 
]t is vital to the war effort that 


access to the most modern adminis- 
trative methods and control systems 


should be simplified. Now that the 


Government has set up a Directorate | 
of Office Machinery we hope that it 
will envisage the whole problem. That 
problem is not merely the rationing of 
available stocks, but recognition that. 
efficiency in production can be increased 


by providing the systems that will _ 
to. 


stimulate normal human beings 
anticipate and act—above all—to act! 


We cannot. fight the war to a vic- 
torious issue with “bow and arrow” 
minds. Nor can we successfully control. 
our unexampled industrial effort with 7 
"penny exercise book" methods. i 


We look to the new Directorate ot 
Office Machinery to realise the funda- - 
mentals of the problem and to press... 
ith the Government Depart- 
dts 








ho alone can. sanction. 
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Raw staff—shortage of materials 























| We take vives in pre- This same operation brings the 
E senting | an even more co- next set of forms into writin 
plete survey of Office —lack of time—need for conomy position in perfect registration, 
Equipment this year than No carbon rolls are necessary, 

last. In every field of —all these war-time obstacles can 16 Single long-life durograp 

. administration there are new a ee ata d pail ae ae 
systems and even some be overcome by the latest office ;, ee dus RA UR Tus 





entirely new types of small 
equipment to help in running 
the war-time office. Despite 
supply difficulties, however, 
we found. that business 
directors were anxious to have our 
usual complete survey of Adminis- 
o trative Equipment, for 
os reference. There being no Exhibition 
— Hus. year, it was particularly neces- 
sary to supply directors and managers 
with as full a record as possible of 
— Administrative Equipment manu- 
ae factured or sold iw this country. In 
"some instances, therefore, the model 
described cannot be supplied at 
present, 
Confidential enquiries about any of 
the equipment may be addressed to 
the Editor. s 


2o ADDRESSOGRAPH - MULTIGRAPH 
"s LTD, 29 Kingsway, London, W.C2. 
a MODEL 40 MOT TIGRAPH” DUPLI- 
`. CATOR, one of the most versatile dupli- 
"^^cators on the market, Apart from 
| .reproducing typewritten matter, this 
< machine will duplicate handwriting, pen 
"and brush drawings, and ruled forms. 
i MODEL go AUTOELECTRIC 
. ADDRESSING MACHINE is the latest 





: . addition to the wide range of machines 


for addressing purposes, The model 
embodies new features, including flexible 
rack lister, simplified adjustment of platen 
pressure, etc. 


ART METAL CONSTRUCTION 
MPANY, 199 Buckingham Palace Road, 
on, S. W.1. 

ING CABIN ETS: are made in 
epths, 242in. and GF with and 




















convenient 


per cent, 


.with 100 to 1,000 papers, 


machinery yoked to the best 


administrative methods 
jin, 6in. by gin. Sin. by Sin, and gin. by 
in. 

DESKS AND TABLES : of high grade 
steel with Artolin tops. There are three 
standard sizes. File drawers are carried 
on progressive roller bearings and box 
and knee-space drawers are on channel 
suspensions, 


AMBIDEX EQUIPMENT CO, 13 
Keynsham Ave., Woodford Green. 
 AMBIDEX SORTERS: for sorting 


original documents such as letters, invoices 
and copies, job cards, costing slips, etc., 
prior to filing, mailing, AE posting, 
analysis, etc, are the principal products 
of the Company. It is claimed that 50 
faster sorting is achieved by 
the elimination of the waste effort 
entailed in the pile or pigeon-hole methads, 
and the sorting is practically finished in 
one handling of the papers. 

These sorters are made in a wide range 
of sizes and types and almost every 
individual need can be met. Desk models 
have from 25 to 150 divisions for dealing 
sorting can be 
divided into alphabetical, numerical, 
territorial or special headings. 

For dealing with bulkier papers and 
greater volumes of papers there are 
standard model Ambidex sorters in 
various sizes up to 1,200 divisions. 

See annotincement on page 47. 


AUTOGRAPHIC BUSINESS FORMS 
LTD., Australia cw Strand, London, 


W-C.2. | | iere 
AUTOGRAPE € REGISTER : 
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THE BANTAM 
hand model in g 
which can be caf 
just like an order 
most of the advant 


MODEL 3 
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model with the additiona 5 of 
portability and lower cost. | x 
THE WRITE-AW AY ATTACHMENT: 
This is an ingenious attachment which. 


operates on any typewriter and dispenses 
with all the messy time-wasting tumbling 
with carbon sheets, The durographic car- 
bon discs drop between the sheets or con- 
tinuous forms and produce perfect carbon. 
copies either of part or of all the infor- 
mation. [It is simple to use, and effects 
a big saving in both carbon costs and 
operators' time, : 
See anhouncement on Cover i, 


BLOCK & ANDERSON LTD, © 
Mill House,” Trumpington Rd., Cambridge 
FACIT CALCULATING MACHI 
new model of an advanced principle; . 
machine produced on the single ‘ter 
method of operation. Hand or el 
VICTOR ADDING MACHINE: 
subtracts and prints results, Also 
sub-totals at any position durme 
Provides direct subtraction, — 
VICTOR DUPLEX ADDING... 
CHIN E E electrically operated. Me 






added iuc individesT iot sug der 
each group—at the same time accumu. ` 
lating grand total of individual group- 
totals, Model 30, in addition has two 
separate adding registers, can therefore 
be used as “two machines in one”’..for 
instance, adding two groups of figures. 
{debits and credits--réceipts and EXPENSES, 


Be 





























etc), obtaining two individual totals in. 
one operation. < < MEN 
ORMIG SPIRIT DUPLICA 









MACHINE : Reproduces any thing w 
draw n or typed in as many às Six. 
at one operation, Nx 
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= SIMPLEX: 


for the preparation of 

material requisitions, 

progress slips, manufacturing cards, 
routing sheets, cost cards, etc, from one 


operations tickets, 


- Ormig master. This method eliminates 


^ 


"common 


mpo 
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ES 
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ye-writing or re-typing any information 
to different forms and makes 


_re-checking unnecessary. 


— LANGAPRES PORTABLE PRINT- 


- ING MACHINE : for overprinting litera- 


«d » 
We 
"E 
A. 

E 


- Shape or size of envelope. 
- feed and cut adjustment on all models. 


- MACHINE : 


" cash 


ture, letter-headings, etc, Prints direct on 
to made-up boxes and cartons or practi- 


- cally any surface or material. 27 models. 


LIGHTNING ENVELOPE OPENING 


MACHINE: models for incoming mail 


from 50 to 50,000 letters, Takes any 
Automatic 


VELOPOST ENVELOPE SEALING 
' for envelopes of mixed 
shapes, sizes and thickness in use. Special 
feature is electrically heated water for the 


sealing. Machine is electrically operated ; 


sealing speed of over 100 per minute, 
See announcement on page 3. 


THE BRANDT AUTOMATIC 
CASHIER CO., LTD., 41 Furnival Street, 
E.C.4. 

WAGES MACHINES : These 
machines issue cash with a speed and 
accuracy of which no combination of 
human brain and fingers is capable. There 
are more than 500 variations in the 
method of paying wages in common use 
to-day but one or more of these machines 
can be installed without altering any 
existing arrangement, Statistics prove 
that 9o per cent. of errors in wages occur 
in the coin-counting. Also, in wages 
make-up coin counting absorbs more than 
two-thirds of the total time taken. These 
issuing machines — autontatically 
select the correct coins to any amount for 
which the key depression is made. For 
example, press one key for gs, 8d. and 
automatically two  halí-crowns, two 
florins, one sixpence and two pennies are 
delivered into the hand or wage envelope 
held at the chute, One machine will hold 
£30 to £40 of mixed silver, with a reserve 
storage tray holding £70 more. This is 
sufficient for an average payroll number 
up to 400. 

Owing to war restrictions, stocks are 
low, but the company can still supply 
their full-size change giving and also 
junior automatic cashiers, as well as the 
Model 4E automatic cashier, which has 
a key for every amount of silver and 
copper from id. to 9/1td., but does not 
use any type of 3d. piece. 

See announcement on page 46. 


THE BRITISH  TABULATING 
MACHINE CO. LTD. Victoria House, 
Southampton Row, London, W.C.1. 

ELECTRICAL TABULATING 
EQUIPMENT: Hollerith accounting 
machines can be entrusted with almost any 
type of accounting work, including vital 
statistics, cost summaries, analyses of 
sales, purchases, etc, invoices, ledger 
posting and customers’ statements, This 
list is, of course, by no means exhaustive 
and the company is always ready to 
explain and demonstrate, at any time, 
any phase of work on which machines 
are to be utilised. 

Machines are not sold outright but are 
supplied on hire only, and users are thereby 
relieved of the necessity of disturbing 
capital. Moreover, the full cost of handling 
any specific job is known definitely at the 
outset, and should a change be desired at 
anv time to a larger or different tvpe of 








justify the installation of a complete set 
of machines, or at peak periods, arrange- 
ments can be made to carry out any kind 
of calculating or statistical work in the 
company's service bureau at any of its 
offices. 

Among the machines thus available are : 

8o-COLUMN MECHANICAL VERI- 
PUNCH: used to record data on tabu- 
lating cards by means of puriched holes, 
thereby preparing accurate, permanent and 
unalterable records. 

8o-COLUMN MECHANICAL VERTI- 
FIER: used as a mechanical means of 
proving the accuracy with which the 
punching operation was performed. 

AUTOMATIC KEY PUNCH: used 
to record data on tabulating cards by 
means of punched holes, thus preparing 
permanent and unalterable records for the 
electric accounting method. 

AUTOMATIC COMPARING RE- 
PRODUCING PUNCH: is capable of 
performing three separate and distinct 
functions; (1) comparison of the punching 
in two sets of cards, (2) reproduction of 
the punching from one set of cards into 
another set of cards, and (3) gang punch- 
ing from a master card or cards. 

ALPHABETICAL DUPLICATING 
PRINTING PUNCH : is used to record 
both alfhabetical and numerical data on 
tabulating cards by means of punched 
holes, at the same time printing this 
information along the top of the card, 

AUTOMATIC INTERPRETER: is 
used to translate the holes punched in a 
tabulating card into plain figures at the 
top of the card. The information to be 
printed may be shown at any place along 
the top of the card, This is made possible 
by a plugboard which provides entire 
flexibility. 

HORIZONTAL SORTER: automati- 
cally groups all cards of similar classi- 
fication and at the same time arranges 
such classifications in numerical, sequence. 
It is extremely easy to operate. All the 
operator has to do is place a group o 
cards in the feed box, set the sorting 


brush on the column to be sorted and 
press the starting button. The sorting 
operation, automatically performed, is 


accomplished at a speed of 400 cards per 
minute, 

HOLLERITH ELECTRIC ROLLING 
TOTAL  TABULATOR: has been 
evolved in order that standard tabulations 
may be produced under better conditions, 
and, further, with a view to producing 
a large variety of tabulations previously 
unobtainable. 

E6/6 TABULATOR: is a multiple 
adding, classifying and printing machine, 
which, actuated by punched tabulating 
cards, produces printed tabulations. It 
will list details from individual cards or 
will print totals with numerical design- 
ations and accumulated totals. 

See announcement on page 3l. 


BURGESS PRODUCTS CO. LIMITED, 
Hinckley, Leics. 

Office and workshop noise prevention 
specialists and acoustical engineers. 

See announcement on page 3l. 


BURROUGHS ADDING MACHINE 
LTD., Chesham House, 136 Regent Street, 


London, W-1, 

BURROUGHS MACHINES: a com- 
plete line of over 450 standard models and 
2,000 features, designed to save clerical 
time, reduce accounting costs and provide 
prompt, accurate figure-control essential 
to business production. There are models 
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every kind of office :—invoicing ; pu rchas 
and payment records; stores and material 
control ensuring material being avail- 


.able when required ; up-to-the-minute cost 


records—providing expense and production . 
costs for review ; labour accounting—in all 
its phases; A.R.P. records; budgetary con- 
trol, etc. The majority of Burroughs 


machines will complete—at the one 
writing—a number of related records. 
One checking only is required. 

The national emergency which has 


reduced clerical staffs and affected the 
grade of labour, necessitates— more than 
ever—machine operation and accuracy. 
Representative classes of the range of 
Burroughs machines are listed below. 
DESK ADDING AND BOOK-KEEP- 
ING MACHINES: short-cut keyboard 


makes machines easy to use, ensures speed 
accuracy. 


and Portable; ^ efficiently 





The Burroughs Desk Adding Machine 


operated without special training; occupy 
less space than typewriter, 

DESK ADDING MACHINES : styles 
with six, seven, eight or ten columns 
capacity, wide or narrow carriage, hand 
or electric operation, On subtracting 
models “plus” motor bar automatically 
adds the amount, "minus" bar auto- 
matically subtracts, Duplex models add 
two sets of figures simultaneously. All 
models have automatic ciphers, 

DESK BOOK-KEEPING MACHINES: 
machine-posted accounts and records for 
small business, All ledgers posted and 
balanced daily; correct statements 
promptly dispatched. Daily figure facts 
obtainable in a few minutes. 

ACCOUNTING MACHINES : for all 
book-keeping and sjatistical work. Readily 
adaptable to many kinds of accounting 
records. Many styles and sizes. All 
ledgers posted and balanced daily; 
accuracy of posting automatically proved 
as made. Additions and subtractions auto- 
matically controlled; totals of postings 
automatically accumulat 

MULTIPLE-TOTAL MACHINES: 
high speed multiple total accounting; 
models designed for public utility billing. 
Others for all work necessitating auto- 
matic analysis under numerous headings, 
simultaneously with posting operation, 
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TYPEWRITER ACCOUNTING MA- - 


CHINES : combine automatic features of 
electrically operated adding-subtracting 
book-keeping machine with standard type- 
writer. Used for accounting work requiring 
description, 

ALL-PURPOSE ACCOUNTING MA- 
CHINES; typewriter accounting 
machines, flexible, readily adaptable to 
many kinds of accounting records, Impor- 


tant features: minimum number of result — 


VITAL ro THE NATION'S 


EXPANDING PRODUCTION 





MACHINERY OF PRODUCTION 


E 


bw 


MACHINERY OF CONTROL | 





As essential as the machinery in the factory 
is the machinery in the office which provides 
executives with vital control figures, such as— 


| BUDGETS — | Estimates, specifications and commit- 


ments that precede actual factory production. 


| PURCHASING — | Purchase orders and sales records 


that speed delivery of parts and materials—prevent 
misunderstandings. 


ALLE el tiem Requisitions, receiving re- 


cords, stock records that control the flow of materials 
to scheduled rate of output—furnish up-to-the-minute 
Statistics and reports. 


Noli me Neistelll iil icme Earnings calculations, 


wage accruals, income tax and pay roll records that 
ensure prompt payment of personne! — provide 
adequate statistics and reports. 


ide) iideli zd Cost-to-date figures — available 


every day — that provide expense and production 
controls and statistics for review. 


abu Lididil.icd iz Vital figure-facts, sta 


tistics and reports that permit quick decisions, 
quick action. 


To-day modern Burroughs machines provide 

every type of required record and figure 

control in less time, with less effort, at 
less cost. 


BURROUGHS ADDING MACHINE LIMITED 
Chesham House, 136, Regent Street, London, W.I 


Durroughs 






















































































TYPEWRITER CALCULATING 
MACHINES: perform any calculation; 
int result by depression of a single key; 
Combine multiplication with addition and 
tibtraction; full typewriter keyboard; 
atitomatically accumulate totals. 

© MULTIPLE-TOTAL TYPEWRITER 
"ACCOUNTING MACHI NES: for 
accounting, distribution, statistical and 
"tabulating work requiring full description. 
~ Complete several records at same time; 
- accumulate large number of totals; tabu- 
¿Jate direct to required column— without 
stopping at intervening columns, 

© NON-LISTING ADDING- CALCU- 
LATORS :; key-driven; hand or electric; 
6, 7, 8, 10, 12 and 14 columns results 
capacities. For all figure-work where 
printed record not required. Electric 
duplex calculator has two accumulating 
(1) for individual totals or 








“carriage return; 
electric shift, Wide selection of styles 
for invoices, cheques, receipts, etc. 
FANFOLD MACHINES: for con- 
inuous invoice and other multiple forms 
ithout interleaved carbons. Carriage 
automatically; forms released auto- 
ly; carriage returns automatically 
announcement on page 23. 


TER - DAVIS LTD, 
th Street, London, S.E.1. 
“PRIMUS” CON TINGOUS: 
STATIONERY : with "Primus" attach- 

ment and carbon pack enables stationery 
to be used with any standard typewriter. 
Attachment eliminates waste time in typing 
multiple records; assembling, interleaving 
and removal of forms from machine 
abolished. It also makes typewriter dual 
purpose machine— typewriter one minute, 
biling machine next; removing or 
replacing attachment not necessary. 
MACHINE ACCOUNTING 
STATIONERY : fulfils requirements of 

alignment, registration, etc, for machine 
accounting. Firm specialises in producing 
stationery to meet exact individual needs. 
DAILY BALANCE SYSTEM.: for 
obtaining daily proven figures without use 
of accounting machines; machine method 
applied to pen and ink; allows writing 
three records in one operation; customer's 
statement, ledger account, daily journal. 
| "PRIMUS" AUTOGRA PHIC 

REGISTER: for using continuous 
stationery for all types of hand-written 
records; open construction; simple to 
operate; no complicated mechanism. 

See announcement on page 25. 
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C. W. CAVE & CO. LTD., 9 Barnsbury 
Park, Liverpool Road, London, N.1. 
Makers of “Joca” letter files ; “Cavedex” 
visible index and strip index, revolving 
"and desk stands; “Findex” hand selecting 
" card sorting system; “Jocamatic” blotting 
pads; "Charterhouse" revolving trays; 
"Seat-o-Matic" chair pads “Cavedex” 
unior books and limited 


models in wood 








t—computed and printed auto- - Road, Bir | ex ers is comprehensive over a 

ally by depressing a single key; STEEL SH GE izes of thong, post, section post, 

gative balances printed red, with E QUI PMENT: | teel” spring types. All loose leaf. needs can be, 
iinguishing symbol; automatic punctu- standard components of posts, yes, met from the Cope-Chat Range, and the 
ion and tabulation for sterling amounts; backs, partitions, bin fronts and dividers, sheets, indexes and accessories are up to 

utomatic subtraction; automatic dates. doors, etc. Each unit complete with four the same high level of the binders, |. 


CONTINUOUS STATIONERY : 
Interfold and Fanfold stationery, plus the 
“Fasta” billing unit, is a fine combination 
for users of continuous stationery, The 
“Fasta” billing unit costs only a couple of 
guineas or SO and will convert any stan- 
dard typewriter into a high-speed billing 
machine in less than five minutes with- 
out interfering with normal typewriter 
functions. | 


- PRINTED FORMS, ETC.: Cope-Chat 
are essentially systems printers with pre- 
cision machinery which produces all 
manner of business forms with perfect 
registration, alignment, perforation, num- 
bering, etc, either in singles or in multi- 


posts; may be disconnected without re- 
moving single shelf. Single-faced stacks 
are two or more units bolted together; 
double-faced stacks made by placing two 
units of similar width and height back to 
back; any number units in length. “Pres- 
snap" bin dividers sub-divide . shelying 
space, ` 

STEEL CYCLE PARKS: sloping or 
horizontal parking single - or double-sided, 
fully or partly enclosed. In double-sided 
parks cycles occupy only 6in. space width. 
Unit construction principle; steel coated 
in special rüst preventive, finished in grey 
stoved enamel. Over 30 different types 
are available, 


TRE à JF s pe. ane part sets of all sizes. = 4 FEX 
STEEL CLOTHES LOCKERS: one, © PIRE PROTECTION CABINETS 


two and four-tier models; fire resisting; 
built on unit principle, can be added to 
or rearranged easily, Door frames welded 
at all joints, bottom shelves louvred, feet 
made of rubber, door pressed to channel 
section on all edges, welded for strength. 
' STEEL FILING CABINETS: finished 


AND FILES: A wide range, many oí 
which are specially designed for use with 
machine accounting and vertical visible. 
COST AND WAGE CALCULATOR: 
The latest addition to the Cope-Chat 
range. A simple holder which uses existing - 
job cards to provide details of time cost 


in stoved olive-green enamel; automatic xri wi Aen | 
locks; frictionless drawer-slides eras ng beue fut p pd pec 
xtendi uspension principle; lock-com- —. unr t E oim 1' Witüc 
extending suspension principie, error by a junior. 


pressor to each door. 


STEEL CUPBOA 


en enamel finish; 


GENERAL : In addition to the compre- 


RDS: stoved olive- hensive range of standard products Cope- 


three-way locking. 


S ICE rrp pe ODESKS Chat device and manufacture spectal items. UU 
T P S E t om or ded eed in all their lines to meet special needs. | 


See announcement on page 7, 

COX & CO. Watford By-Pass, Wat- 
ford, Herts. _ ME 

STEEL TUBULAR FURNITURE: 
desks; tables; chairs for every grade of 
office and for works and canteens; nesting 
chairs and tables. Settees and reception- 
room furniture, trolleys, etc. 

This type of furniture is notable for its 


binding. Drawers 
rigid-built on steel shdes; sliding shelf; 
standard finish stoved olive-green enamel. 
Company Also Makes: card index cases, 
stationery cabinets, letter racks and trays, 
wastepaper bins, etc. 
See announcement on page 5. 


COPELAND -CHATTERSON _ CO, 


"Conolin" bronze 


pe odo House, Old Change, light and hygienic qualities, 
MACHINE-POSTING: Large variety EEP-SRHOUBCE TEE Gi keen. 


DEFINAC LTD., 42 Chessington Ave., 
London, N3. 
NTING EQUIP- 


of trays and trolleys, binders, speedrails 
and other forms of equipment in all styles 
and sizes, including fire-protection files 
and cabinets specially adapted to account- 
ing by machines, Ledger cards, statements 
and other forms to suit any purpose. 
VISIBLE RECORDS: Probably . the 
largest range offered by any combination 
of firms. Card sizes vary from 2$ in. by 
13 in, to 163 in. by 12 in, and there are 
several styles to suit various purposes in 
both pocket and non-pocket types. 
PUNCHED CARD SYSTEMS: This 


DEFINAC ACCOU 
MENT AND STATIONERY : Defin: 
accounting is "controlled book-keepi 
It covers all branches of accoun 
from sales, purchase and nominal ledger 
to cost accounts and works progr 
accounts, including stock: control, wages 
records, job and unit costing. vos 

A common feature of the Definac 
methods is that several entries are per- 
formed in the same operation by hand-.. 














hand-operated method of -sorting’ and posting, and that control-sheets are - 
analysing requires no machinery or ex- extracted providing running totals in any 


desired classification, Automatic monthly 
statements have made a wide appeal. 
DEFINAC VISIBLE RECORDS: 
Definac Visible is a unique and novel 
‘method of “visible indexing,” based on 
the Definac signal tab, the only signal 
that will pass through any accounting 
machine or typewriter. When a card is- 
removed from the tray for reference, 
the signal or. signals stay with the card— 
not in the tray. Definac Visible is there- 
fore as valuable as machine posting equip- 


ment as for records entered by hand or- 


pensive operators. It is handled entirely 
by juniors; cards can be any size and can 
be a single-copy or any part of à multi- 
copy set. 

SLIP POST : This unit posting method 
employs each original entry in such a 
manner that copying and its attendant 
disadvantages are dispensed with, As the 
name implies, each entry, instead.of being 
made in "omnibus" form, is made on a 
unit slip designed to be physically trans- 
ferred, through numerous transactions in 































which it may be involved, to the final typewrite g cords can De cene 
presentation or account. Posting speeds verted w 5 g and without the 
are amazing, reaching up to 1,500/2,000 expense ; md 
per hour per girl junior operator, Slip The t 
post unit slips can be punched for para- supersedec 
mou | can be arranged for TRE" | 
i record or other ac- See anno 
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A smooth flow of unin- 
terrupted work which 
enables the typist to do 
as much in three hours as 
would ordinarily take her four. 


rk. 
P 


One-third of the typist's 





time is lost in preparing 







forms for insertion in 
the typewriter, thus constantly 
retarding the progress of the 
work. 





UNITS OF WORK 
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The PRIMUS attachment, as 
supplied by us, fits any type- 
writer and facilitates the 
smooth flow of continuous 
forms. It allows the 
machine at a moment’s 
notice to be used for either 
billing or ordinary corres- 


pondence work. 


FOR HANDWRITTEN 
RECORDS... 


D S 

a The PRIMUS Autographic 
Register is designed to simplify F 

the work of writing documents by y » 


hand. |t is so constructed as to allow a 


number of duplicates to be made at one writing and at the same QUEEN ELIZABETH STREET, LONDON. S.E.1. 


time automatically retains a check-duplicate under lock and key. 





‘Phone : HOP 0204-5-6. ‘Grams : Cedavislim, Hop. London 
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S ONE CO. LTD, 
: i ngs vay Kingsway, London, 


— THE DICTAPHONE CAMEO: In 
+ their latest model, the "Cameo", Dicta- 
— phone Company have produced a wonder- 
— fully compact instrument, much smaller 
—— and many pounds lighter than the Model 
—— 12, which has been standard for the past 
~ two or three years. 

As will be seen from the accompanying 
©) illustration, the Dictaphone "Cameo" is 
- designed on lines which break sharply 
~ away from tradition. What may be termed 
1 the "streamline" effect characteristic of 
iS the earlier Model 12 is accentuated and 
~ the contours of the machine are singu- 
“larly smooth and graceful. | 

T Shorter, lower and much lighter than 
T any earlier model, the "Cameo" weighs 
> but 19 Ib. 12 ozs, and so is readily port- 
Table, It measures 114 in, by 6% in, in 
7 area and is onl- 8 in. high, while an 
- ingenious set-back base makes the actual 
~ desk area occupied only 63 square inches. 
In its recording and reproducing 
- qualities, the “Cameo” shows decided 
= advance on all earlier models, With the 
te improved “progress” recorder, volume and 


The “Cameo” Dictaphone 







































m 
"S 
clearness of tone are so well balanced 
— — as to secure an absolutely faithful repro- 
| duction of the natural voice, rendering 
— the task of the transcribing typist much 
L^ easier, swifter and more agreeable. 

Dv THE DICTAPHONE “TELECORD” : 
— Various minor constructional improve- 
ments have been effected in the Dictaphone 
“Telecord” which has been on the market 
— for several years and is now becoming 
— a familiar feature with firms in whose 
business the telephone plays a specially 
= important part, 

D. Without interference with the ordinary 
use of the telephone, the “Telecord” will 
make, whenever desired, an automatic 
record of any telephone message or any 
'phone conversation from both ends of 
the line. The message or conversation, as 
the case may be, is recorded on the 
~ ordinary dictaphone cylinder and trans- 
77. cribed from the standard transcribing 
machine, 

| The "Telecord" has all the advantages 
T of speed and accuracy characteristic of 
1- the Dictaphone, Reception can be effected 
at practically double the speed possible 
with shorthand—a valuable consideration 
in reducing pressure on the telephone lines 
— while the automatic record, which can, 
of course, be repeated as often as desired, 
is a complete safeguard against errors so 
apt, to occur in figures, quotations and 
| similar matter. 

M By fitting a microphone, the "Telecord" 
— can be used to secure verbatim and auto- 
matic reports of meetings, staff con- 
>. ferences and similar gatherings. 


-. See announcement on page I. 
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DICTOGRAPH TELEPHONES, 
Head Office and Works, Aurelie 


Surrey. 

DICTOGRAPH EXECUTIVE OR 
MASTER STATION private intercom- 
municating telephone. Dictograph master 
station is installed on chief executive's 
desk; upon instrument is a row of small 
switch keys, each connected with a 
department of the business. The executive 
desiring to talk with Dept. No. 1 will 
touch key No. 1, That will ring sub- 
station in Dept. No, 1; light on substation 
indicates chief executive calling, Ringing 
and light continue -until person called 
attends the substation, Meanwhile, 
executive goes uninterruptedly on with his 
duties until voice of the wanted person 
comes through the loud-speaker. 

PRIORITY AND PRIVACY : Dicto- 
graph system enables members of all 
depts. to communicate with one another, 


E "a 
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Croydon, 


but executive calls .automatically get 
priority, 
STAFF LOCATION: _ Dictograph 


sound system of staff location through 
loudspeakers is now being widely devel- 
oped, The name or code number of a 
wanted person is announced from one of 
several points, which may be in the chief 
executive's room, the general office, tele- 
phone exchange, time office or A.R.P. 
control, etc. 

MUSIC IN  FACTORIES: The 
addition of gramophone and radio units 
to the staff location equipment makes 
possible the broadcast of gramophone’ 
records and radio programmes including 
the “Music while you work” programmes 
of the B.B.C. designed specially to 
stimulate industrial production effort. 

A.R.P. A combination of Dictograph 
telephones and sound equipment will 
facilitate control of staff in emergency, 
whether in íactory or air raid shelters, 
and provide entertainment to counteract 
nervous tension which is inevitable during 
and following air raids, 

See announcements on page 40 and 47. 


THOMAS A. EDISON, LTD., Vernon 
House, Vernon Place, Southampton Row, 
London, W.C.1, 

THE NEW DESK EDIPHONE: 
Outstanding features are its compactness 
—the space it occupies is little more than 
a box of cigars—a roll back disappearing 
metal cover which when shut completes 
the enclosure of the entire machine, a 
newly designed recording unit known as 
Truvox, a safety signal light which 
flashes when the shift lever is not 
correctly. set for dictating—a silent and 
unescapable warning. All the other well 
known features of Edison design such as 
Keymatic index, Eject-o-matic Mandrel 
are incorporated in this’ model, It is 
mounted on rollers at the back and rubber 
feet in front which, by tilting the machine 
slightly backwards, enables the machine 
to be rolled to any position on the desk 
with one hand. The machine as a whole 
presents an attractive appearance. 

See announcement on page 37. 


EGRY, LTD. Warple Way, Acton, 
London, W.3. 

*eSPEED-FEED" ATTACHMENT : for 
typewriter introduces the benefits of con- 
tinuous stationery. It is made to fit all 
standard typewriters and snaps on easily 
for billing or other work where continu- 
ous forms can be advantageously used. 

A feature of the "Speed-Feed" is an 
automatic dual aligning-pin- that engages 
punched holes at the head of each set of 


forms ; alignment of all forms in the set 
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trolled, ensuring automatic registration. d 
“TRU-PAK” REGISTER: is virtuall 
a mechanised manifold book and will 
speed up the production of routine forms 
requiring carbon copies by eliminating 
altogether the interleaving of carbon 

paper, 

The requisite sets of forms are provided 
in continuous lengths, so that at one 
writing and one turn of the operating 
handle the written set is discharged from 
the register and a fresh set is brought 
mto position, ready for use without 
handling the stationery, 

One or more complete copies of the 
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The Egry "Trupak" Register 


issued set of forms is retained under lock 
and key in the register as a master 
control copy, thus providing protection 
over all- transactions, entered on the, 
machine, 

“HANDIPAK” REGISTER : embodies 
the basic advantages of the "Tru-Pak" 
register in a convenient portable form. 
The great advantage is that it can thus 
be easily carried from job to job in office, 
warehouse or factory. 

*COM-PAK' MANIFOLDER, for the 
simple purpose of producing an original 
written form and up to five carbon copies. 
One turn of the handle delivers ail the 
forms in the set for distribution to 
departments. | 

“COM-PAK’ RECORD, similar to the 
manifolder but retains one copy of written 
form within locked compartment. 

“COM-PAK” SUMMARY : Unlike the 
“Com-Pak” record, which retains a complete 
copy of the issued forms, this model re- 
tains a dissected analysis or summary of 
certain selected items only, 

“NU-PAK” is British made and in 
general differs only from the other Egry 
registers in that it has a lever handle 
operation, A new feature embodied in 
this machine is the fact that it can be 
loaded without the operator having access 
to the record compartment. ` 

See announcement on page 6. 


ELLAMS DUPLICATOR CO, LTD. 
12 King Street, Cheapside, London, E.C.2. 

Duplicating equipment: For nearly 50 
years this firm has specialised in the 
manufacture of duplicating machines of 
many varieties from the simple, hand- 
operated “Bantam,” costing from 35s, to 
the M.ro automatic electric model, at 58 
guineas. 

Mio MODEL: A rotary duplicator 
with variable printing speeds from 40-120 
copies per minute. It is fitted with vari- 
able printing. pressure and balance which 
ensures regular printing strength, The 
printed copies are counted, and automatic 
mechanism provides that only the number 
of copies required are printed. 

Ma MODEL: To a great extent the 
same as M.10, with the exception of the 
power drive. It prints from a bulk supply 
of paper, of heavy substance, and con- — 

(Please turn to page 36). 
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For safety's sake you should use accounting 
and record rulings which are standardised, 
and which can be rapidly replaced in case of 
loss—thus facilitating the restoration of normal 


business activities. 


Kalamazoo have 150,000 designs available 
(for Loose-leaf, for Visible and for Machine 
Accounting) prepared for 60.000 customers. 
They cover practically all purposes. Very 
many of them are printed and are in stock 


—others are available at a few day's notice— 


Reconstruction 
OF BUSINESS RECORDS 





to replace your lost records without trouble 


and delay. 


If Kalamazoo print your forms to your own 
special design, the printing medium is retained 
in the Strong Room; your risks are thereby 
spread and you make certain of quick replace- 


ments. Ask your local Kalamazoo Represen- 
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tative for particulars. 


K ] (Proprietors, Morland & Impey, Lid.) 
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S. 
|o 17 FACTORY BLACKOUT BY 
_- PUSH BUTTON 
7 An interesting blackout and camouflage 
"installation recently completed at a large 
7 factory, is a great advance on most of 
~ the methods so far employed, The instal- 
~ lation provides for "blacking out" 550,000 
» sq. ft. of roof lights in the factory in 


EMT 


——15 seconds by poe Lee 
_pressing a button, 
and doing the 


» reverse process in 
T the same way and | 
~ in the same time. - 
> Originally, the 
~ factory was com- f. 
T pletely “blacked Ema 
> out" by means of k 
©. hard wallboards | 
> fitted to the out- 7 
» side of all the SS 
> north lights and 
— other windows of 





- 


^"* 
= 


E the factory. 
E Much has been 
™ said about the 


>. psychological 
© effect of daylight, 
m but, this consid- 
7. eration apart for 
~ the moment, the 


“management 


— decided that they 


E 
- 

, «<= 

E. 
ed 


> would provide 
some means of 
= making, at least, 
2 a proportion of 
-< the obscuration 


T to open and shut, 
— and the resident 
T engineer under- 
= took the task.of = 
» preparing a 
© scheme and of 

. installing the - 
— mecessary equip- The } h.p. electric 
ment, motor, winch and other 

Every alterna- apparatus for clos 
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tive panel wasl,000 square feet o 
— removed from blackout. 
- the north light 


windows and they were fixed into a frame 
in their respective positions over the 
windows and the frame itself was made 
^to move laterally across the whole span 
T of lights through grooves cut in the 
T sections fixed to the glazing bars. 


— IR CALCULATOR KILLS 70% 
a OF COSTING ERRORS 


A simple slide calculator, which uses 
actual job time cards as an integral part 
of its equipment, has just been introduced. 
Master calculation cards for every wage 
rate paid to workers in a factory are 
the basis. of this remarkably simple 
system, which gives the exact time cost 
of any job, irrespective of whether it 
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Equipment 





for the Office, 
Factory ARP 
and Packing 


Readers are invited to make 
use of this valuable infor- 
mation. The name and 
address of the manufacturer of 
any product described may be 
had on application to the 
Editor, BUSINESS, White- 
friars House, Tallis Street, 
London, E.C.4. To simplify 
your request you may refer to 
the items by number only. 


®Manufacturers and distri- 
butors are invited to send com- 
plete information about their 
new products for inclusion in 
this feature. 


takes only ten minutes or ten shifts to 
complete. With the appropriate master 
card in position in the lower rack and 
the indicator pointer set at zero, the only 
task to be performed to get the costing 
figure is the insertion of the job card and 
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The New Wage-cost Calculator 


for the pointer to be moved along the 
slide until it is on the line indicating the 
completion of the job. 


1g) ELECTRIC HEATER FOR 
* FACTORY SHELTERS 


An effective self-contained electric 
heater which has sufficient power in a 
14 kw. unit to heat a shelter of 1,500 cu. 
ft. capacity has just been introduced, It 
has a heavy precast concrete casing with 
fixed lugs for fastening to wall, It is 
supplied with or without electric element. 
A smaller element using 1 kw. can also be 
supplied. The base of the heater has a 
two-way flap so that air from either the 
interior of the shelter or from outside 
may be used. 
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NEW 


2¢) PRINTING ON PLASTICS 
AND WAXED PAPER 


Paint transfers have long been recog- 
nised as one of the most effective means 
of publicity on windows and air raid 
hoardings. Now they are achieving new 
success. records in entirely different 
spheres, They have been successfully used 
to solve the problem of applying trade 
names, etc, to plastic packs for cosmetics, 
etc, and are a distinct improvement when 
used on glass or china containers, Today, 
however, it is difficult to obtain glass or 
china containers and many cosmetic manu- 
facturers have to turn to waxed con- 
tainers, normally used for cream, ice 
etc. Once again, paint transfers 


cream, 
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Paint 


Typical Cartons printed by New 
Transfer Method 


solve the problem as they can be applied 
to this most difficult material just as 
easily as on to glass and, by their brilliant 
relief effect, contrive to «enhance the 
otherwise commonplace appearance of 
the waxed container, , 


In engineering circles paint transfers 
can be equally successful. There is a 
war time shortage of the metal and cellu- 
loid labels hitherto familiar on electrical 
and other equipment. Paper is not always 
an effective substitute, particularly if the 
unit is used in damp surroundings. The 
potentialities of paint transfers for this 
purpose are great. The type most favoured 
is the slide-off style upon which the 
design is printed on to a base of paint 
in the required colour and size. 


9$] HYGIENIC SELF-SEALING 
WAGE ENVELOPES 


The hygienic system of sealing enve- 
lopes, which comprises twin bands of 
adhesive rubber solution which effectively 
seal envelopes so that they cannot be 
opened and resealed without botari the 
fact, has now been adapted to various 
sizes of wage envelopes. This provides 
a safeguard against tampering with the 
contents once the wages have been 
checked and the packet sealed, 
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THEN Iw alked into the showrooms 
: of a well- known time-recording 
ompany recently. | was surprised at 
unusual brightness of the whole 
establishment. | 

: At first I could not be sure what 
was responsible for the change. It 
"certainly. was not the lighting, for the 
fittings were the same as they had been 
ior several months. Then suddenly, ! 
realised. that the 
sombre mahogany panelling that had 
hitherto covered the walls had gone. 


Two Lights Do The Work 
Of Three © 


LOW hen I complimented the manager 
“on: the” change, he told -me that the 
panelling had not been removed nes 
mérely painted over. “It is certainly z 
sacrifice of good wood, but the culis 
have been well worth it," he said. 
"Both customers and staff are brighter 
since the change and the percentage 
“of sales has gone up very considerably. 
All due, we think, to the new paint. 
And what. is more, we are only using 
two lights where three were necessary 
before." ie 


The Eye Usually Sees Only 
= Reflected Light 


` Paint plays a most important part in 
the general appearance of any room, 
“office or factory workshop. It can also, 
^as the above reported: incident. shows, 
| mean a very substantial saving in your 
"bills for electric current. This is due 
of course, to the fact that practically 
„all important light is reflected from one 


































































rious colours show that with the 
right coloured reflecting surface, over 
- a third less current is required to pro- 
vide adequate illumination than when 
a dark, non-reflecting colour is used. 


Type of Lighting Affects 


Reflection Factor of Colour 


. The proportions of light reflected by 
^ walls and ceiling of various colours, 
that is their reflection factors, have an 
nportant bearing on both the natural 
artificial lighting. The proportion 
reflected will depend somewhat on the 
colour of the incident light. In the 
ible above the figures show the pro- 
‘portion of the light of gas-filled lamps 
that various painted surfaces 
reflect. 

For reference purposes the British 
Dr colour for M m ba 


















old beautiful but 


or more suríaces before the eye sees. 
any illuminated object. 
Tests with painted surfaces of 


will ` 


some light was already. beir 
nw vecardino all this cost as increased o = 


“Colour and 1 Reflection Value are ‘bot 


By 


Colour. Reflect. 





‘colour | “Factor Colour. 
White Pane eo ig . Silver Grey 
sy But LE vx. 
Turquoise |? bw PEE rench Grey 
Peacock Blue | 3 | M% E Battleship: 
agi | 235 3 1395 dire Battleship 
Golden Brown 14 | 25% f Pos rey d 
Eau de Nil | 16 | 47 f o da Re F 
Sea Green 017 5 3893 md : 
Grass Green | 15 | 18% eura e 
Sage Green 19. | h Deep Cream 





Here are some n the most 


BU SINESS. Lighting 



















Saint erm with. their respective 


tl Jicient L ightin; : 
Consultant : 


‘Reflect. l 
Colour. | Factor 
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i l Primrose E B4. | TA 
EF : p Lemon i. 5b | 68 

a 7o a Yellow b. 56 pa 

:— eT. "Orange | Bo BF 3: 4 
3p o, 315 “Light Buf. H 

= fiddle. Buff. 5494. 
TS m Jd Deep. Buff > "| 60 BEY, 
40 pote Light Stone | 61 BRO 
43 4405 Middle Stone. | 623  |.87T5$ f 
s E: Dark Stone | 89 — 3995. 
- ani. Portend Store s DT Q1 88%, 


reflection factors 


a bright interior will have on .the 
workers themselves. Fatigue is lessened 
and the zest for work goes up by 
leaps and bounds with cheerful tinted 
walls. Most of the bogeys of the black- 


factor. 


out—the ane corners. | and gloomy =: 
arches of the roofi—can. be. banished 3 
with the wise use of light- coloured . 
paints, which have a high reflection 4 





How Old is 


Your Office E 


Lighting Installation? 


Pre-W inter Overhaul can Increase Staff 
Efficiency and Output. at Small Cost 


HIS is the period of the year when 
to check the 


it is imperative 
effective value of your electric 
Mud system. ees _too often the 


age of ne zg 

In most industrial. plants the new 
Government lighting standards have 
resulted in the lighting installation 
being rec -ognised as an efficient tool, 
Tt is in offices that lighting 1s most 
frequently inadequate. In a recent 
investigation it was found that over 50 
per cent. of business offices are without 


proper lighting. 
Good Lighting Gives 20% 


Increase in Output 


This cannot be excused on account 
of cost, since even with electric lighting 
rates comparatively high, say Sd. per 
unit, one penny will buy two hours of 
light from a 100-watt light. This light 
source and its output are sufficient for 


at least one worker. 
being supplied 





Forgetting that 


expense, we arrive at a figure of 4d. à 
for eight hours of adequate. illumination UE 
per employee. 

A test among several thousand typists | 


in twenty derent firms showed an . 


increase in the speed of transcription of — 


. shorthand notes of 20.1 per cent. when 


illumination levels were raised to 
recommended standards. Assuming 


that this represents increased output 
of these workers and that they aver- 
aged £3 per week in salaries, the value 
of the imcreased production to the 
employer was over 12s. per week. | 


Good Electric Installations 
Have Long Life 


There is one other. factor, of course, - 
that is the cost of new equipment and 
installation. It necessitates scrapping. 
existing equipment in many cases. The 
average life of office- lighting equipment > 
in use in this country to-day is 
estimated at seventeen and a half years. 
Such equipment has been written off 
long ago. Six to ten years are con- 
sidered the useful life of most busi 
e and might be a fair 
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S PEENE 


Although, in present circumstances, de- 
livery of machines is restricted, the full 


advantages of Punched Card Accounting 
. can be secured through the various Service 
Bureaux, one of which isto be found in — 





* every industrial area | 








(A FULL. ACCOUNTING AND STATISTICAL SERVICE. 
| NO MACHINES TO BUY | 
NO STAFF TO TRAIN | 


rre POPE Na Mere e a i M E an, Ha a Y I I ATA a s VIR 





For explanatory booklet, write— 


-THE BRITISH TABULATING MACHINE Co. Ltd. 















































JE Pe supply of fresh 
" is vital 
uman life. Normally, surrounded 
e are by air, the.operation of our 
18 ignored, When we become 
ed in a concrete shelter with a 


d space [un Person Hie erri 


ujiahcy. tests of air 
* been carried out, 
and by 
with a view 









































a "hes : occupants 





tter even so short a period 
er of an hour. This is due 


evoutset this air does no harm, the 
id after a prolonged stay, due to the 


gh CO2 content, lack of conscious- 
5 would occur. *y 





Temperature and Humidity 


Rises Must Be Controlled 


The number of persons who can 
main in an unventilated shelter for 


ed. In an unventilated shelter 
pied by too many people, the first 
bles will not only be the foul con- 


Dimeusions of room 


for the. support of 


‘practical Lngeledge of the. 
ir o ce Prevail 2 such E 


a o omtarin buzzing in. 


the air becoming vitiated. Whilst at 


ndition rapidly becomes more severe 


prolonged period is, of necessity, 


tne ant at ae 
J——————————————— 


» 50 aub 


: Period of 
Sonipat. 





dition of ‘ies air, but the intolerable 
discomfort due to rises 1n temperature 
and humidity. When under normal con- 
ditions the temperature 1s in the region 
of 60 deg. Fahr. after even a short 
period of occupancy, say of approxi- 
mately two hours, it will be found that 
the temperature has increased by 90 
deg. Fahr. The relative humidity, which 
cat the outset is 35—40 per cent, will 
increase to somewhere between 80 and 
.90 per cent. Anyone who has exper- 
ienced such a condition for any length 
of time will appreciate the relief of 
cool, clean fresh air. 


required. when a 
is four times 


volume 
unventilated 


the room 
shelter 1s 


. that needed for a mechanically venti- 


lated shelter. It will be seen that there 
is a distinct saving in building time and 
costs, whilst, due to the smaller size 
of the. shelter, the danger of a direct 
hit is minimised. 


Sound Construction Helps 
To Improve Morale 


It has been recommended by the 
authorities that shelters should be 
designed to accommodate not more 
than 50 people. The total number to be 


housed, space available, ete., frequently | 


decree that this number be increased, 
This again is another argument in 
favour of mechanical’ ventilation, 
because of the greater number which a 


accommodate. 
Eurthermore, the reduction in size, 


whilst. peruntüne a sufficiency of space 


Number of occupants beh 


it. per | 


in feet ć Ventilation rate is 
| ^ . 150 cu. ft. per person, 
hi Width Height! per hour, for periods 






E t d 


Up to 3 hours 








40 K 


| 
| periods- up to 








person, per hour for 


dieniniame nena essem TT vana, tentang a 









tive. figures - of. shelter "S 


| 
f | 
i 
| | 
pr 
I "| 8 hrs |^ 12hrs | 
| i f | | (Totali | (Total : 
! l (Total -surface | surface | surface- 
| area + 40) tarea- 30) jarea +30) | 
i i n UE 
| E 10 | 13 | 8 
wj 12 | 16 W 
8 | 1 | 15 | 90 B 
| a a 20 | 27 | 16 
IRL = EEE 
ie 0 040 | M 
f | s i 8 - m3 This table. gives compara- | 











‘Home Office specifications show that | 


shelter so equipped will aa 


supply per mue per: 


Ventilation i 
rate per | 
person ER 










i the "Tate given opposite | 
| in coe 4 


oft 40 sq. ft. if shelter is | | 150 cu. ft. 
‘above ground, or 20, per hr. | . 
(4 8q. ft, he shelter i E 






nee emassa aar rS m m Da Af Mani reu n Pm ena eaae ime nne 


) sq. ft. if shelter is | 450 cu. ft. "H 





100 sq. ft. 9* he s 
|above ground, or 25 | per nr. | — 
| sq. ft. if the shelter | ; 
| is under ground, | A 
| | | 


This table shows that more than 300 

per cent. increase in shelter capacity — 

is made possible with efficient venti- — 
lation 





per person for comfort, limits the 
number who can enter. This is impor- 
tant, because many people may attert 
to rush into a large shelter through 
panic, consequently, if filled to crush © 
capacity, there would be crowded into | 
the shelter four times the number of 
people for. which it was designed. The 
Home Office advises that, where pos- 
to give the utmost protection 
bombs, shelters should be. 





$ 


ainst 


ag 
located below the ground surface, but — 


as a matter of convenience, many are. 
constructed — above | ground level. 
Psychologically,the use of any structure 
sufficiently sound in construction to. be 
splinter-proof gives a confidence ane | 
improves morale. > | 


Anti-Gas Precautions Are Aided 1 
By Ventilation 


Such structures are in equal or even 
greater need of mechanical ventilation 
because of the greater necessity to 
make the room gas-proof, whereas the 
underground shelter requires venti- 
juton- because of the inability of air 
to enter naturally. Ventilation BE 
required by surface shelters to maintain 
a slight pressure, thereby keeping gas- 


laden air from entering. 


Whilst air is a necessity, the amount 
of air required per person and how 
it should be supplied, varies with the 
site location and the type of shelter 
concerned, for example: Where air 
can be drawn in at a very high level, 
ie, from more than 25 feet above 
ground level, it 1s advised that 7$ cubic 
feet of air per minut | 
should be supplied wh 
space per person is 3$ s 
this case, it is not always necessary to 
equip the plant with gas 2 
because most of the gases used : 
warfare are heavier than air and lie i3 ; 
low levels. E oe must be drawn. 
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beats the 
clouds, especially the 


depression. 


rd 


ouds of 


Good light in the 
workshop — increases 
production. Instal 


COSMOS & METROVICK 
LAMPS 


mo your office, 
factory and 
home. 


































Give them SAFE and 
DEPENDABLE 
-ALL STEE 
d LADD ERS. 


WNSTANTLY adaptable to any 


position, blaze and  smoulder 

proof, these strongly made 
ASRO ALL STEEL Ladder: may 
well save time, life and property 
and reduce risk of injury to A.F.S. 
workers, wardens and fire watchers. 
Steps are interlocked and welded: 
bonding straps prevent sides spring- 
ing open under excessive weight, 
Special top hooks on to loft entrance. 
shelf or sill. The ASRO extends teles- 
copically in a moment, is made in four sizes. 
finished olive green, guaranteed for five 
years, free of Purchase Tax. Early orders 
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Stirrup Pump 












a straight 
and exeiten 
with the onmlinary n 
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spray, 
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| you are gertam fx 
urged. » j wiunb the ie 
5ft. Oins., size extends to Oft.  .. 28/6 | 5 ld 
5ft. 9ins. ,, M „ PORES x 32/9 P Write for details of this and the WOODHOUSE 
6ft. 3ins. __,, » , lift. .,.. 36/6 | INCENDIARY BOMB CONTROLLER, niso of 


det. ius “40/72 







FIRST-AID HAVERSACKS AND POUCHES, 





: LITE bo: I 2ft. s 42/9 
Sold hy Barkers of Kensington, Timothy Whites, good Stores and Irom 
mongers, or direct from makers (carriage 2/9 extra). 

To ensure immediate attention please give reference ALR/B 


ASH & ROGERS, BENTLEY LANE, WALSALL 











Registered Office and Works ;— | 
. 108 CRICKLEWOOD LANE, LONDON, N3 


De Telephone: GLAdsions 19 
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The foreman of each Mone has 
rhis office a “Jobs in Hand" and “Jobs 
Ahead" rack. When the job is due for 
elease, the set of operation tickets is 
aken from the file in the planning 
epartment, and issued to the works. 
It will be noticed that each operation 
icket is numbered. These numbers 
ndicate the order in which the oper- 
itions are to be performed. 


The Operation Tickets also Act 


as Stock Requisitions 


“The foreman of the department with 
ich the first operation on the ticket 
eoncerned, receives the operation 
s and places. them in the "lobs 
rack, in the dud. pocket 
idicating the machine that has been 
llocated for the work shown by the 
timber on the first ticket. The foreman 
in due course will transfer the first 
peration ticket to the “Jobs in Hand” 
ick—again in a numbered pocket 
dicating the machine that has heen 
located for this work as shown by 
number on the operation ticket. 
As the operator, having received 
prints and tool list, commences 
tions, the time is recorded on the 
‘of: the operation ticket by a job 
ng. recorder. 





Indivi dual Reporting Keeps 
Progress Record Up-to-date 


On completion of the operation, after 
the inspection department has O.K.'d 
he part and filled in particulars as to 
ejects, the finishing time is also 
ecorded, and the operation ticket 
having been detached from the master 
card, the operator's clock number is 
entered thereon in the space provided. 
The operation ticket is then placed in 
‘a “finished operations" box. These 
boxes are cleared periodically through- 
out the day. After inspection, each 
inished operation ticket is passed to 
the planning department, where the 
duplicate (marked P.) that has been 
fled in accordance with the system 
:already outlined, is released from the 
achine loading frame. This operation 
sket- is passed to the progress dept., 
vhi is thus made aware of the 
| position of the work, and the ticket is 
placed in the progress control board. 
A. similar procedure is followed with 
"very operation ticket, 

The progress contro] board is 
arranged to give the utmost assistance 
in controlling. the progress of the orders 
jugh the works. The arrangements 
he progress Í board obviously permits 
n or arrangement | is 












(Continued from page 20). 


routine order, under dates for com- 
pletion of each st age. Another arrange- 
ment allows one pocket for each. com- 
ponent. As the operations tickets are 
received in the progress department, 
they are placed in the pocket corres- 
ponding to the drawing number of the 
component concer ned—each operation 
ticket for that component being placed 
immediately on top of the preceding 
operation ticket. for the same com- 
ponent. Thus the top ticket always 
shows the finished operation, indicating 
the stage the job has reached. 


Any Delay or Shortage IS 
Immediately Obvious 


The necessity for “chasers” to find 
out the position of any job is consider- 


ably reduced—if not entirely elimi- 
nated. There's no hurry or- flurry as 
to whether a job is being ‘completed 
on time or not. A glance: at the 


progress board will indicate at once the 
position of any job in progress through 
the factory. 

After serving its function as a means 


rating depreciation on office-lighting 
equipment, 

In many offices the overhead lighting 
equipment is adequate for most needs 
and only requires the addition of 
supplementary desk lighting with the 
new and improved types of portable 
units. Since the quality of light has 
been largely corrected, including colour, 
glare and distribution, through recent 
developments in this field, desk lighting 

can solve the majority of such - pro- 
Nene This does away with the worry 
that. besets many business managements 
in considering new lighting—-rewiring 


and often-necessary alter ations. 


Cost of Current and Fittings 
Mauch Less than Savings 


When all costs of such an installation 
are costed, it is conservative to estimate 
that the depreciation could not exceed 
id. per employee per day. Adding this 
to the power bill of 4d. we arrive at a 
tentative and liberal estimate of 44d. 





becomes the wages voucher, and can. > 


| midi 


he total cost of f supplying | hight to 
es | $ | ad. 












the progress control b , the original 
operation ticket (now. complete with all. 
details as to the quantity finished. and 
approved, the time taken and: if 
earned, against the operator’s PU 








bc immediately credited in the wages ` 
department to the operator concerned. 
Obviously the finished operation ticket 
can be used with equal facility, if the 
c du on the ticket is the piece- 
work rate to be paid. 


Labour Costing Gives Easy 
Unit Production Speed Reckoning 


The operation ticket, having fulfilled 
its function in the w ages department 
now travels to the cost office. At the 
end of the master job ticket will be seen 
a section ruled for the analysis of the 
labour cost, the cost of supervision, — . 
setting, material, breakdowns and over- =a 
heads. The labour cost is arrived at by 
totalling the individual: items of cost 


against each operation as revealed by | 


the operation tickets. when received. in 
the costs office. It will be noticed that 
against each operation number, in addi- 
Ts to the time allowed and time taken, 
the original. quantity on the order less 
ihe Jem shown in the scrap column, 
the quantity finished, so that 
it per unit can speedily be arrived 
at on reference to the time column. 








Now is the Time to Overhaul 
Your Office Ligh 


(Continued from page 





30). | 


in E of work done 
week. 


Good Q 


Economical 


at over 12s. per > 







«Lamps are 


n the End 





Before concluding it is desirable. to 
consider the economic . relationship 
between the cost of lamps and the cost 
of light. The cost of light as we have 
already shown is made up of two, items, 
namely; the cost of lamps and the cost 
of the current used by them, and of 
these two items the latter is by far the 
greater. It is only the very highest 
quality lamps which combine a long .. 
average life and the greatest light out- 
put with the least possibl 'urrent con- 
sumption.. * Although the initial price of 
these lamps may be a few pence higher 

than others, their performance om 

light-giving basis is far superior; t eir 

maintained high efficiency and length —. 

of life.mean that. for a given amount |. 

of Tig g ght less | current is » consumed and ^ 
- replaced. d 
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VISION FILIN 


THE MOST REVOLUTIONARY 
FILING IDEA EVER INTRODUCED 







T^. 


@ Graphic Control with unlimited applications. 










e Maintains perfect filing order automatically. 


-© Fits any standard Filing Drawer. 






e Reduces all subject indexes to instant visual 
| identification. 







@ Instant location of any Folder. 


SHANNOGRAPH employs all these advantages 


Flat Top—Fully Visible . + Perfect Suspension Se Sp ENSION 
E Fixed Signalling : toc | * Unlimited Classitication ? 8 «€ Each folder threaded with rust-proofed steel hangers which Fest onimetal frame inedele 
Movable Signalli ng. drawer, Tops of folders are kept harixontal-—the best position for rapid visual identi 
fication. Folders cannot slip under or ride up-—never rest on the drawer bottoni, 


THE SH 


Imperial House, 









* * *& 








Behind the arms of to-day fies the thoughtful care and planning of skilled 
brains and the labours of thousands of workers. Before those ideas could be 
carried out into hard steel they had to be put down on paper From the 
planning they passed to production and in the control of both planning 


and production Wilkes Industrial Printing plays its part. 















Output and Planning Records, Works Order Systems, Time 
Cards, Piece-work Forms, Stores Records, are only a few of the 
hundred and one instances where Wilkes Industrial Printing 
enables wise management effectively to control both men 
and materials. For firms engaged on Priority Work we 
can always do just a little bit more in a little less time. 

Let us help you ! 










bi : i * me 
Send your enquiries mar 
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"siderably more than a ream, when lighter two aligning holes, and feeds them auto- FORDIGR 1PH-SYSTEMEX REPRO- 
~ “paper is used, matically through the tabulating machine. DUCER: This is an entirely new model 


mte ‘ 


14 s 


> 
» 


Dab MODEL: One of the most 
popular models, attractively priced at 18 


guineas. It is a "Rotary," with a simplified 


models, 


` form of selí-íceding and has all the 
- advantages of speed, simplicity, variable 


and balance pressure and is fitted. with a 


~~ counter. 


COLOUR PRINTING: This machine 
can be supplied with two cylinders which 
are easily interchangeable from one colour 
to another. 


EVERTAUT LIMITED, Walsall Road, 


Perry Barr, Birmingham, 22. 


STEEL WORKS SEATING :. over 20 
Triangulated "L" steel frame; 
patented locking-box keeps legs perpe- 
tually taut; tightened by adjustment of 
single nut, Wood or upholstered seats, 
with or without backrests; adjustable, or 
in range of six fixed height seats. 

WALL SEAT: automatically folds 
back flat against wall when not in use, 
Suitable for machines, lifts, cinemas, 
chain-stores, large shops, etc. 

BENCH SEAT ; multi-purpose seat for 
fixing to bench, work-table or machinery. 
Device allows quick adjustment. Var- 
nished seat, metal surround, can be swung 
away under bench, 

STACKING CHAIRS: steel; special 
type for canteen use, 20 chairs can be 
stored in space of one, Using stacking 
chair trolley, 500 chairs can be cleared in 
about ten minutes. 

OFFICE POSTURE CHAIRS: EXE- 
CUTIVE CHAIRS : “County” class office 
posture chairs in three styles—Worcester- 
shire, Warwick, Westmorland ; adjustable 


backrest and height. Executive and 
^ managerial use: “Chairman” model, 





` 


— — Adjustable height; silent, safe tilt. 


See announcement on Cover ii. 


FANFOLD, LTD., North Circular Road, 
London, N.W.2. 

FANFOLD TABULINER: one of the 
latest products of this company. That 
continuous stationery has greatly spetded 
up all forms oí progressive typing is an 
accepted fact, and especially has it still 
further increased the scope of certain 


; 
| 
| 






The Fanfold Tabuliner 


types of machines such as high-capacity 
tabulators, 

The Tabuliner, however, has now been 
introduced to control the continuous 
forms. It is a simple device which accu- 
rately aligns the forms, by means of only 


~~ ~ -— 
€i ^- T ME PIED: i l " 


It requires no alteration to the machines 
or platens—does not interfere with the 
use of cut forms when occasion requires— 
and may be attached or removed quickly. 
It will control and align any number of 
copies which the tabulating machine itself 
will handle. 

SIMPLI-RITE: means just what it 
says; it refers to a neat-looking manifold 
register using Fanfold forms, Carbons 
are retained in a locked compartment. 
Also other types of registers, including— 

THE CASHIER, in which is incorpor- 
ated a compartmented cash-till. All these 
registers are of very fine appearance. 

CARBON SNAP-OUT FORMS: 
multicarbon business forms with inex- 
pensive carbon paper already interleaved, 
supplied in sets with carbons and forms 
secured at stub, After typing, the forms 
are snapped apart—carbons remain 
affixed to stub—forms loose, Forms which 
require additions may be left with car- 
bons affixed for subsequent typing. 

SPEEDFORMS : specially devised for 
use on standard typewriters and account- 
ig machines. Used with Fanfold Speed- 
o-form attachment (which can be put on 
and off the machine in 5 seconds) the user 
has the economy of continuous-form 
typing without the purchase of expensive 
equipment, Claim is that an operator can 
give 50 per cent more output with less 
fatigue with Speed-o-form, 

See announcement on page 42. 


FRANK R. FORD LTD, Sydenham 
Road, Sparkbrook, Birmingham, 11. 

THE FORDIGRAPH REPRO- 
DUCER : there are models to meet every 
requirement where multiple copies are 
needed, Chief details of machines: (1) 
low cost for production of any first copy; 
rock-bottom cost for runs up ‘to 300 
copies; (2) mode of operating eliminates 
need for stencils, ink, or special paper; 
(3) no preparation or cleaning, before or 
after use, required; (4) produces in one to 
five colours in one operation; colours per- 
manent, fast to light, heat, oil and water; 
(5) any kind, size, shape or thickness ot 
paper may be used; (6) finest details of 
architectural or engineers’ drawings, 
charts, maps, plans, graphs, etc, success- 
fully reproduced; (7) exact registration 
obtained when working on printed forms; 
(8) alterations made on “original” as 
easily as on typed letter; (9) no smudging, 
blurring or creasing of “originals” or 
reproductions possible when operating 
machine; (10) simple to operate; junior 
can be left in charge; (11) copies all or 
any desired section of information; (12) 
original data copied immediately or year 
later, ' 

FORDIGRAPH JUNIOR ROTARY 
REPRODUCER: This is a new model 
recently produced specially and specifically 
for the time being for the export 
markets, Whilst not so large in dimensions 
as the standard model the results obtained 
from it are equal in all respects, it has 
many outstanding features, and has the 
capability of dealing with the many 
classes of work which the standard model 
can cope with in that it is able to repro- 
duce up to the maximum size which the 
standard model can cover, namely 9 in. by 
13 in. Reproductions can be made on 
either the long or short way of the paper 
of these dimensions, and it is equally easy 
to do reproductions of post card size on 
this machine, 
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also produced this year and it provides 
for an accurate, economical, and flexible 
routine system for production, It permits 
of material requirements, operation tickets, 
progress slips, cost cards, and rantine 
shéets to be obtained from the one 
"Fordigraph" original or master sheet, 
The Systemex machine provides in an 
automatic manner the reproduction of all 
particulars relative to each individual 
operating on to separate and individual 
operating tickets, besides transferring the 
name of the part and its number, with the 
description of the material, order number, 
date, and such other details as may be 
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Pordigraph Reproducer 


“The 


required, Elimination of any part of the 
original or master by the process of 
tearing or masking is not necessary, 
FORDICRIMP: for simple binding 
together small or large number of papers. 
FORDILITE: ensures for typist per- 
fect visibility on writing line; can be fitted 
to any make of machine, 
FORDISTELE : quality range of all 
steel furnishing requisites. 
See announcement on page 49. 


GLEDHILL-BROOK TIME RE- 
CORDERS LTD. Empire Works, 
Huddersfield. 

TIME-RECORDERS: printed time 


records of attendance, labour costs, 
machine hours or transport; for use in 
office, factory, warehouse, shop, etc. 
Many models available; feature is "the 
Clipper" mechanism, designed for costing 
and time-keeping; device clips piece from 
card each time the card is inserted for 
time-recording; clip allows card to drop 
step lower at next registration, Clipper 
model used for (a) time-recording; (b) 
jobcosting, (c) both, (d) recording time 
machine run and idle hours. 
SYNCHRONOUS MOTOR DRIVE 
MODELS: fitted with G.B. synchronous 
motor-drive; enables recorder to be 
plugged into electric supply; no master 
clock needed to give power-impulse. 
DESK AUTOGRAPHS RECORDER: 


is special model for salaried staffs; 
signature machine, 

UNIVERSAL PORTABLE RE- 
CORDER: replaces time-stamps, func- 


tions as” time-recorder; registers time on 
sheet or card, any size, by depressing table 
on which document rests; can be used for 
timing receipt, dispatch of letters, etc., 
start and finish of jobs or straightfor- 


ward  time-recording. | Various other 
models also available. 
See announcement on page 4I, 
HUNTER PENROSE LTD., 109 
Farringdon Road, London, W.C.1, 
PAPER ECONOMISING MA- 


CHINERY : Waste paper baling presses; 
"Economie" paper shaving machine, 
(Please turn to page 38). 
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Very well M" Jenks — if you 
V think it z/Za/ to get 
\ another Watsit machine 





GOOD WORK?... After 


wasting 4 solid hours! 


Miss Jones is just as anxious to do a useful job 
as you are to have her help out with one, BUT 
with the way the office is organised now she has 
to waste hours each day . . . taking shorthand 
dictation. 


WASTE? Of course . . . when the whole out-of 


. . date process could be eliminated by using the 

é £ ` 
One question, Mr. Jenks are you satisfied Ediphone. If her chief needs 4 hours to dictate his 
that every machine tool now in the shop is reports, let him take 4 hours of Ediphone's time. 
producing to its potential maximum?” And let Miss Jones put in 4 hours helping you on a 
REAL job, In fact, with working hours shortened 
In other words, have you Kardex-control day staffs reduced by war-time, many office 
e : : managers are proving Ediphone to be a vital part 
of raw materials, production capacity and of the staff . . . freeing the workers for 





progress guiding the work smoothly from 


the money-making tasks. Wouldn't that 
process to process without waste of a single 


help to solve your problems ? 


machine-hour ? ee ere is n. al 
"vervDOdVvy S. time is more Valuabie 

Many leading firms have already proved the now - cy UAI an | 
x = J save time all round. æt it help 

true economy of installing this system vou, May we demonstrat 

‘machine-tool’ before embarking on the your own office? You incur 

————— ù 1 obligation 

much more expensive course of installing | 

shop machine tools. Vae: moeren.: dblebhone 

Moreover, making (with the aid of Kardex) sations, board room. conferences 

he full f thei . | h minutes o1 pubit meeting 

the fullest use of their precious plant, they peaches. et^ ei 


are serving; the national interest by 
increasing their output and reducing their 


demands for machine-tools. 


E s PIECT ry ry AT TF. 
the TELI MPHON | 


Og * 
[m Please send for 
Brochures, which 


ER ' 
Ly fi will give convincing 
iE» — details of our claíms, 
to 
| N | 
Dept. 353, KARDEX VISIBLE CONTROL SYSTEMS THOMAS. A. TUISUN,. MIN 
1, New Oxford St., London, W.C.1, Tel.: CHAncery 8888, Victoria House, Southampton Row, London, W.C, f 
Telephone : Holborn 9988 


————Mr——Y BRANCHES AND DEALERS IN ALL PRINCIPAL CITIE 








LAG, tà 


i 


EON 
és 


rene: NC at 
eres 


| ine ©) 
Ñ 
(j 

A 


Lis A 


, erat 


Y 
, 


Ar 
Aw 
rir 
^a uy X Sd 


rador 
W IN" 


ye AT 
Vas 


4 


$ 


i E N 7 
= > * "s V - 
AS IPM 
LM 


V a 
ut 


UE: ~ 


te 
i 


wiy 


Peed | tal 

- in Lr 
. p" - 
IK E 


X pe 
^ 
124 


F 
j 


TAL VIS LE 
eio n Aj ~ 


- 
yà 


NER 
vY E 
T 


BEM PR RAE ye 
"n Lh Lu Mem ot ra Ke 
k 5 "A 4 


Ww T 


pep 
^ 


E 


i» 
i 2 


I n "d 


^" been counted. 


oe 


GUILLOTINES, CUTTERS ETC.; 
the “New model” extra heavy cutter will 
cut paper, strawboard, cardboard, cellu- 
loid, mica, gelatine, thin leather, zine and 
brass, canvas, metal foil and similar 
materials. The knives are of finest 
Sheffield steel, and are nearly twice the 
thickness and depth of those usually 
offered, thùs rendering longer service and 
greater precision in cutting. All sizes, 
except the 12-inch, are fitted with an 
efficient (foot-operated) clamp for holding 
the work; this clamp is secured at both 
ends of the cutter, ensuring a firm and 
even pressure. On the 12-inch size a 
clamp is unnecessary, owing to the small 


— size of the work. 


“H.P.” bench model guillotine is made 
in two sizes, for use in small printing 
offices, stationers, banks, and insurance 
companies, and offers a very ready means 
of trimming, or cutting to size, printed 
matter, stationery, ete. The knife-holder, 
to which the knife is attached by means 
of screws, is fitted on to two eccentric 
studs, so that, when the. knife ts worn hy 
continued grinding and during use in its 
original position as dispatched from the 
factory, it can be given a further lease of 
life by turning the two eccentric studs in 
question, which will lower the knife-holder 


aml blade 


IMPERIAL TYPEWRITER CO., LTD., 
(Address on application to Editor of 
BUSINESS). 

TYPEWRITER, "QUIET" MODEL 
NO 55 is latest development in Imperial 
range. In addition to rear - silence in 
operation the machine is adjustable as to 
touch. Thumb screw on tension plate 


"enables operator to adjust to his or her 


exaet liking. New bail bar prevents any 
marking of carbon copies by the feed- 
rollers, The paper table tilts forward, 


“making far easier the adjustment of mar- 


gins and access to tabulator stops. Ribbon 

spools are dust-proof with hinged tops. 

Keyboard is non-glare, Colour change, 

with 2-colour ribbon, is faster and more 

positive. Five carriages, from  12in. 

standard to 26in, in width are’ available. 
See announcement on page 43. 


INTERNATIONAL COIN COUNT- 

ING MACHINE CO, LTD., College Rd., 
Cheshunt, Herts.; Showroom and ice, 
133-41 Rosebery Avenue, E.C.1. 
. H3 COIN - OR TOKEN-COUNTING 
machine, electrically operated, counts and 
records on the indicator, Automatically 
stops when required number of coins have 
Experienced operator can 
fill 350 bags of 60 pennies each in one 
hour, or make a continuous count of 
60,000 coins an hour. 

Hs COUNTER: similar to above but 
with spinning gear for. packeting coins 
into rolls, 

TYPE Ji 
operated, 

TYPE JW: Similar to Type J but is 
for counting 2s. Ód., 2s., 1s., 3d., Id., and 
4d. It stops automatically at £5 silver 
and 5s. copper. This machine is particu- 
larly valuable in wages' depts. 

Kı to K4 COIN SORTERS operate up 
to a sorting speed of £3,500-£4,000 per 


“RAPID” ENVELOPE OPENER: 
for the mail-room, electrically operated 
Type E3 has capacity of 1,000 letters per 
minute. Hand-operated E5 has a speed 
of 500 per minute. 

“RAPID” ENVELOPE SEALING 
MACHINE: electrically operated, speed 
up to 20,000 envelopes per hour, Will 


similar to H3 but hand- 


hour. 


Eras fake envelopes of all thicknesses and sizes. 
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Perfect sealing is obtained by electrically 
heated water which is maintained at an 
even temperature by an automatic «witch. 
The machine is driven by universal motor 
through a reduction. gear box, thereby 
eliminating«the use of driving belts. 

See announcement on page 4r. 


INTERNATIONAL TIME RECORD- 
ING CO, LTD, Beavor Lane, Hammer- 
smith, W.6. 

SUPERELECTRIC TIME RE- 
CORDER : introduced at the beginning of 
the war, is proving popular because of— 

I, Speed of registration: no printing 
lever or hammer to press: record is 
made instantly on insertion of card, 

2. Accuracy and clearness of record : 





The International Super Electric Time 
Recorder 


always in correct positions on card. 

3. Streamlined appearance: no pro- 
Jections anywhere. 

4. Record on front of card, 

5. Effective direct-read indication of 
the hour and minute on the front of 
the machine. 

6. Electrical control of all operations, 
incluling time indication, time record- 
ing, and time signalling, (no winding or 
regulating). 

7. Automatic operation ol 2-colour 
device (blue for regular time, red for 
lost and overtime), 

8. Efficiency of ' IN and OUT 
positioning, day to day alignment, and 
colour changes (these can all operate 
now at minute intervals). 
INTERNATIONAL TRIGGER- 

PRINT JOB TIME RECORDER: 
incorporates features of the International 
electric model EMC 1008 job time 
recorder but eliminates necessity for 
handling any printing lever, record of the 
time of commencing and finishing jobs 
being made immediately on insertion of 
card—any number of records being pos- 
sible on one card, 

INTERNATIONAL HEKTO- 
WRITER: used in conjunction with 
liquid duplicating machines results in not 
only clearer and cleaner work, but also 
in such saying cost @f carbon paper 
that this feature alone more than pays 
for the equipment within a few months. 

INTERNATIONAL ELECTRIC 
BILLING MACHINE: enables fullest 
advantages to be got out of continuous 
stationery. As many as 20 carbon copies 
of an invoice, work instruction sheet, or 
similar forms, can be obtained with (it is 


claimed) less. effort than a 
usually expends on one copy with an 
ordinary machine. 

INTERNATIONAL TICKETO- 
GRAPH : Gives control of steps in pro- 
duction including planning, stores requi- 
sitions, progress, labour costing and pay 
roll control. The machine prints simul- 
taneously on all individual job tickets and 
on the master job ticket, 

See announcement on page 43. 


PERCY JONES (TWINLOCK) LTD., 
Twinlock Works, Beckenham, Kent. 

MACHINE ACCOUNTING EQUIP- 
MENT: manufacturers of Twinlock loose 
leaf books have designed equipment 
called Post Haste, Device provides for 
accounting machinery need of front feed; 
sheets have unbroken edge; feeding-edge 
devoid of punching, ete. 

RUBBER-BOUND BOOKS: rubber- 
edge feature now incorporated in Twinlock 


e ^. . se À " 59 
of a. 


A 


. line. Consists of dovetailing, on wearing 


edge of covers; a thick rubber tread; pro- 
tects desk, prevents damage to binders. 

THONG LEDGERS: Vulcan Thong 
binder for ledgers and books, Sheets 
added or removed quickly; lies flat upon 
desk, gives every sheet flat writing sur- 
face; minimum holding capacity, 
sheet, Another thong binder is Sentinel, 
used where something not so fine as 
Vulcan is required. . 

STEEL-BACK. LEDGERS: Twinlock 
Capacity Plus allows withdrawing from 
covers of leaves en bloc, together with 
posts, in if moment; great advantage 
when sheets inserted or removed ; perfect 
alignment, 

VISIBLE RECORDS : Visible Index- 
ing ; thousands of items of important data 
stored in visible. binders, yet available for 
instant reference, 

NEW TWINLOCK POSTING TRAY: 
In addition to a compreliensive range of 
loose leaf equipment, this firm have pro- 
duced a new machine posting tray. The 
new equipment represents a smaller unit 
of the light "inset" variety, trays which 





The New Twinlock Posting Tray 


are portable and light to enable an operator 
to lift them easily from the safe cabinet 
to the machine. 

The design presents new features. The 
cards are supported at the sides by plated 
steel bars, which are readily adjustable 
to cards of various widths. When in use 
these bars drop completely out of the way. 
The full view of the cards thus obtained 
and the ease with which the posting media 
can be inserted or withdrawn can be seen 
from the illustration, Both sides of the 
tray have these adjustable bars, so that 
offsetting to the left or right is available 
if desired, ; 

See announcement on page 47. 

(Please turn to page 40). 
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THE NAVY WON'T STAND FOR 7 
SHRINKAGE. WHY SHOULD YoU? | 


Dont 











" 


Sunshine produced every H.P, of energy used in your factory 
(scientific fact!), And sunshine produces all the energy your 
workers put into their job, Sun-starved people are never 100 
per cent, well, We are approaching winter after a sun-starved 
summer, and the war effort (cut-down holidays, shortened sleep, 
over-time, blacked-out factories and all that) means over-strain 
for unfit people. These things raise sickness, absence and acci- 
dents but lower wages and output. 


Don't black-out the Sun! Install Hanovia Welfare Sunlamps 
at the Works and give your people vitalising sunbaths, (Take 
them at home yourself if you like with a ''Homesun"') Brief 
regular sunbaths with these Hanovia lamps are keeping workers 
fighting fit; have lowered illness and absence by 30 to 40 per 
cent. (actual records!)., 

"This war will be won in our work-shops,'" says Mr. Bevin —and 
Hanovia Sunlamps are helping the Fighting Units and factories 
of Britain to make the winning effort. 


1 We offer our booklet ‘Fitness in Industry" freely to employers, 
HE Diesel engines factory Medical Officers and Welfare Supervisors. Send for 
of a submarine are 

placed on both sides of L5 your copy now. 

the central alley way in à 

ie ship. The men who The Industrial Welfare Department, 

end them are well pro- 

tected in overalls that 


ie ote tse E HANOVIA LTD., SLOUGH. 


cause the cloth they are 

made from is mechani- : : 

cally shrunk so that no London Showrooms: 3 Victoria Street, S.W.1 
appreciable further 
shrinkage can occur, 

Hanovia Suniamps are helping in the war work of: 





: Armstrong Siddeley Motors Ltd. Glasgow City Poll 
FoR many jobs overalls are worn ments cannot comply with Aspro Lid, de oy Guinness Son & Co. Ltd 
i N j 1 > . il’ ^ ?8I408 s y 4 D i | adfields ti 
by the Navy now just as they are Admiralty standards. Some leave Leal — v^ & Eng. Co, Lt vet € y Has * Lt 
by the other Services. as much as 2 inches of shrinkage in. | Blackburn Alreraft Ltd H. J. Heinz Ltd 
Naturally, in the Navy, even the yard. See the difference between | Montague Burton Ltd Alfred Herbert Y ra 
: in " H ba > i " - d Lh - "veléó A oto Lo Lt 
overalls must be smart — must fit them and Rigmel mechanical Cromuton P. uA Ltd v3 hy TON & or Ltd 
. : : d n * : M, 30 if et : gEnes i Ons 4 
well, must be comfortable, must shrinkage on the diagram below ! | Daimler Co. Ltd. H.M, Navy 
stand up to hard service, S i No wonder mechanical shrinkage Electrolux Ltd, (Severa? ships and short 
be e. 50a first i l g ix Ltc TA 
essential for Navy overalls was — is wanted by the Navy! | aed otor i x Ltd depote | 
7 ; , : . renera raft Ltd C.L Ltd. 
the cloth must not shrink. Why not let vour workers have | Johh Mackintosh & Sons Ltd 


Vi A iti aX Price | fal 
Mainsforth Collier) 
Manchester Collieries Ltd 
Manvers Main Colliers 
Marconi Wireless 

Mardon, Son & Hall 
Marks & Spencer Ltd 
Metal Box Co. Ltd 
Monotype Corporation Lid 


No vague claims of unshrink. Overalls that ‘are up to Navs 
ability were good enough for the Standards in terms of non-shrink- 
Admiralty. They set a standard of ing? They don't shrink. they offer 
shrinkage tolerance. It is a high better protection, they look smarter, 
one. It allows for no more than they keep their fit and comfort and 
$ of 1% shrinkage in length or they wear longer. l sually the cost 
2%, in width. of * Rigmel " shrinkage is paid by 


R.A.F. Squadrons 

Rowntree & Co. Ltd. 

Hoya] Arsenal, Woolwich 

A. Sanderson & "ns Lid 
Standardi Telephone & Cables 


m Old Bleach Linen ©: | 
. whi ( save TH epilare- < i 
^ Uncontrolled shrinkage treat- hat you save on overall replace : Ollerton Colliery 
ments and repairs alone, And it is = Oxo Lid 
well known that the output of — Pressed Steel Co, Ltd 


Compare these diagrams workers improves when they are 
smartly and comfortably clad, 





Most suppliers have * Rigmel "- 


za : Shrunk overall cloth. Protective : ; Ltd 
Overall elot garments made from it are avail- The Hanovia Welfare Sun Fullis Russell & ( Lud 
i o i ^ " p - " , . ] i r 
TE ATETA" MN S. c able through retail outlets for lamp for tonie ultra-violet unlever Ltd. 
Shrunk won't shrink by more than a 4 Y E : Whitrigg Colliers 
purchasers of small quantities, sunbaths indoors. Wolseley Motors Ltd 


negligible fraction in the yard. 


COUPON To : Industrial Welfare Dept., 
HANOVIA LTD., SLOUGH, BUCKS. 


Send me facts about indoor tonic sunbathe 


Some so-called “ shrunk.” “ fully- 


shrunk ™ and “ guaranteed une 


shrinkable " overall cloths shrink by 


as much aa 2 inches in a vard: 


wv ^ 
y mef- Shrunt Laundry-tested 
g ed against Shrinkage 
Advertisement of THE BRADFORD DYERS' ASSOCIATION LIMITED | 
LONDON : RRATNPORN . seamen 


(Required ror re employees) 
(Required for personal use) 
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DK a LTD, Northfield, 
EX : , e 
ES STANDARD LOOSE-LEAF EQUIP- 
ie MENT FOR PEN-POSTING: a wide 
7 range of types and sizes, literally exempli- 
fying the slogan “A book for every pur- 
|. pose.” Kalamazoo has a sheets library of 
L some 100,000 different rulings. 
1 — An important feature in connection with 
e loose-leaf system is the new an 
1 ingenious storage binder range. It is no 
= longer necessary to remove sheets from 
© "one's second stage of storage in order to 
"> put them in permanent storage torm. 
SU The back cover of the second-stage 
27 binder, complete with all its contents, 15 
simply removed and a permanent cover 
V fitted, For many purposes it will be 
realised what a great saving of time is 
TE represented by this new facility. —— 
~~ VISIBLE |. RECORDING EQUIP- 
A MENT: two main types—one for actual 
T — recording and the other for strip indexing. 
— Both these forms of visible equipment are 
~~ in book form, and it is claimed that they 
T take up one-third of the space and cost 
— one-third the. price of the steel cabinet 
"forms of visible equipment, =y 
=< MACHINE ACCOUNTING EQUIP- 
> MENT: the machine accounting section 
= of the Kalamazoo range includes several 
—- distinct types of containers for machine 
E accounting cards. The various types fall 
== into two broad categories: 
ED (a) Tray-container type. 
~ (b) Binder type. 
T . In the first category are included not 
m only the more normal insert-trays, but 
= also Kalamazoo Card-Fast which ingeni. 
= ously tips the cards in their container 
= from a vertical position for reference and 
© posting to a horizontal position for efficient 
1—  -— storage. i SAO tee fee 
E - KALAMAZOO t OPY-WRITING": 
7 — Many of the advantages of mechanical 
7 accounting are incorporated in. “Copy- 
Writing” and some firms have installed 
>it as a stand-by in case their machines 
= “are damaged, so ensuring the continuity 
TA of their accounting routine. 
— Tt permits the introduction of collection 
~ of Income Tax at source. "Copy-Writing" 


B 
H 


Y. prepares the earning record, pay slip and 
pay roll at a single operation. 
See announcement on page 27. 


DIVISION, LIBRARY 
—  -— BUREAU LTD., Commonwealth House, 
7. 1 New Oxford Street, London, W.C.1. 

X VISIBLE RECORDS: Full range of 
—  - equipment giving speedy operation and 


/|— -. KARDEX 


B T. 
ev ew Oe 


L2 visual control to materials, supply and 
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parts stock records; production planning, applies: the photc ic method «f. 


progress and control; personal records; 
contract and sales records, follow-up 
etc. The wartime drive for efficiency has 
greatly increased the demand for this 
type of equipment and service; the 
Kardex staff of record consultants has 
been working to capacity, and their advice 
and suggestions are available without 
obligation. 


THE SIGNAL COLOUR CONTROL 
feature of Kardex has been extended. 
Simple error-proof, vet efficient. signalling 
plans are now available which enable 
complete control to be maintained with 
the minimum of clerical work. 


GRAPHIC LAY-OUT : This range has 
been developed, especially for production 
control. War difficulties have forced 
factory managers to adopt more accurate 
methods of controlling work allocated, 
work done, and materials, position, etc., 
and these Kardex devices have been 
widely applied, Four types are available : 
the slotted chart—a metal panel to which 
coloured signals and designations are 
clipped, giving a flexible graphic medium ; 
the horizontal planner — for | machine 
loadings; the vertical planner—for con- 
trolling contracts and programmes; and 
the colourgraph—a device which projects 
three bands of colour over scales. 


KARDEX EQUIPMENT covers four 
main tvnes: the original Kardex visible 
record hand entry principle; vertical 
visible specially adapted for machine 
entry; Linedex, a visible strip indexing 
method ; planners for graphic display and 
control. 

See announcement on page 37. . 


KEMCLO MANUFACTURING CO, 
55, Netherwood Street, London, N.W.6. 


Manufacturers of the "Kemclo" factory 
and works stool, which can be supplied 
with or without back rest. Special features 
of this stool, which is available in two 
sizes, are all metal construction; locker 
compartment under seat (hinged to form 
cover), while it can be constructed and 
made to customers own heights and 
suggestions, 

See announcement on page 48. 


KODAK LIMITED 
DIVISION), Adelaide House, 
William Street, London, E.C.4. 

‘RECORDAK’ MACHINE: has been 
specially devised to deal with modern 
accounting and record keeping problems, 


("RECORDAK" 
King 



















recording information on miniature film. 

By the simplest of operational methods, 
that of feeding documents into a chute by 
hand, this silent running, motor-driven 
mach:ne enables photographs of documents 
to be taken at high speed, The copies of 
cheques, drafts, certificates, warrants, 
receipts, insurance policies, invoices, etc. 
are made on film 16 mm. wide by means 
of a camera inside the machine, The 
only limiting factors on document sizes 
are the width and thickness—the length 
is immaterial. 

The average space occupied by a 
"Recordak" spool of film is approximately 
| per cent, of that required for storage 
of the original documents photographed. 

See announcement on page 44. 


KORES MANUFACTURING CO. 
LIMITED, West Road, London, N.17. 

“PLANUM” CARBON PAPERS: 
Specially treated to outlast ordinary car- 
bon papers, They do not curl, an give 
lasting, clear copies, 

Sée announcement on page 4I, 


LAMSON ENGINEERING CO, LTD., 
6/8 Hythe Road, London, N.W.10, 

LAMSON TUBE-WAYS: pneumatic 
tube systems for instant and positive com- 
munication between any number of points, 
almost any distance apart, carrying cash, 
documents, files, small parts, tools, ete. 

LAMSON WIRE-WAYS: overhead 
wires, basket carriers, small electric and 
hand lifts, etc, for the speedy transit 
of. cash, invoices, correspondence, etc, A 
patented Lamson system for automatic 
“nick-up and delivery” of documents and 
files in commercial offices, “proofs” and 
editorial matter in newspaper offices, etc. 

LAMSON GOODS-IWAYS: mechanical 
handling of all kinds: gravity conveyors, 
slat conveyors, belt conveyors, chain con- 
veyors, scraper conveyors for boiler 
houses, stackers, dairy conveyors, laundry 
conveyors, etc. spiral chutes, goods lifts, 
elevators, packing tables, portable cranes, 
etc. 


MILNERS' SAFE CO. LTD», 21 Hamp- 
stead Lane, Highgate Village, London, N.6. 
Manufacturers of: safes, strong 
rooms, steel office and factory equipment, 
including filing cabinets, cusboirds, card 
index cabinets, desks, tables, lockers, 
storage shelving, bins, &c., &c., also steel 
rolling shutters, 
See announcement on page 43. 
(Please turn to page 42). 
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INSTANT ACTION . . - 
GREATER SAFETY. . . 
IDEAL WARNING SYSTEM 
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DICTOGRAPH SOUND INSTALLATION 


anches at BIRMINGHAM * 


* Under present conditions, we can only cater for those firms engaged on Government work, 


This installation gives the perfect way of transmitting the Roof-spotter’s warning and also announces 
the return to work with the minimum loss of time. The same installation broadcasts music, a wonderful 
antidote to fatigue, and will locate any executive urgently required, Information, demonstration, survey, 
estimates, or rental terms—free on request. Twenty-five years’ experience at your disposal in manufacture, 
installation and maintenance. A test gladly arranged at your own works. 


CONTROL OF STAFF DURING AIR RAIDS - MASS 
ADDRESS TO EMPLOYEES - ACCIDENT, FIRE 
BURGLAR AND SABOTAGE ALARMS - AIR RAID 
WARNING DETECTOR - STAFF LOCATION 
AND MUSIC IN FACTORIES 


` LEEDS * NEWCASTLE - BRISTOL - CARDIFF 


(Dictograph Telephones Limited) 
HOUSE, WESTMINSTER, S.W.1. Abb 5572 (3 limes). 


MANCHESTER * GLASGOW 
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The daily task—the common round becomes a pleasure 
when PLANUM is used. 


This modern Carbon Paper with the specially treated 
white back WILL OUTLAST any ordinary Carbon 


It WILL NOT CURL and gives BEAUTIFUL COPIES 








British Patent No. 406011. 
Perfection is not so much lan achievement as a 
pursuit. Inthe Kores Laboratory raw materials are 
carefully checked and every manufacturing process 
planned to the last detail. PLANUM is an outstanding 
result of our careful research and long experience 


Insist on PLANUM and ensure 
T QUALITY and ECONOMY 


Sole Manufacturers— 


KORES MANUFACTURING COMPANY LTD. 
WEST ROAD, LONDON, N.17. Tel.: Tottenham 5277/9 











CANTEEN MANAGERS! 
This Machine COUNTS for you 


/ REDUCED 
/ 10 2 \ 


PRODUCTION RAISED | 
9 3$ 


BY THE AID OF 


t N 4 
SPEED with ACCURACY 
m Zur Um of 1,000 coins per minute TI NM E R E C O R D E R S 
INTERNATIONAL COIN 


COUNTING MACHINE CO. LTD. Write for details of equipment and serv ce, Dept. 38 


COLLEGE ROAD, 


CHESHUNT, HERTS. | GLEDHILL-BROOK TIME RECORDERS LTD 
Phone: WALTHAM CROSS 3241/2. | Empire Works Huddersfield 


—— IU. EE | 
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| (b) There is no tabulating carriage. 


- d 
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4 "Me 
he. 
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cas | (c) All records are automatically 
~ her. | * 2x * ‘ - 
v | aligned. Simplicity and speed ol 
A ET ya^ alignment are common to several 
d FA N F OLD machines, but this is the first time 
ESK that automatic alignment has been 
Lm provided. 

= CONTINI 'OUS (d) The machine 1s capable of a wide 
x. <a automatic analysis while posting 
Ro6 sales by areas or main groups. 

NOS mnm am VE ; (c) The posting speed of the machine 
BEC STATIO N ER) is definitely greater than any 
wu, previous machine available. 

Tt = See announcement on page 8. 

1] 

Fg ` OMARO LTD, 104 High Holborn,- 


TA X London, W.C.1. 
` SLIDE RULE CALCULATORS: a 


4 
vet.» 
a 


T P, ; plo y | Y z 
EN 3, le SAY ING of TIME wide. range of wage calculators which 
v are really ready reckoners brought into 
n: tic Soul 

a practical form’ and are more handy 


wt 
£x than tables normally used. By a simple 
movement all related values appear. There 


— PERFECT REGISTER between all FORMS. 
7 : j 
“es " is no tricky manipulation and nothing 
Fc FOOL-PROOF OPERATION to get out of order All models give 


15S the following information : 


rÀ 
^ 


Ii», 

"un 1 è (1) Weekly wages for 47, 48 and 52 

n Fanfold Continuous Stationery enables you to l. hours: (2) Wages for all the intermediary 

aie limi T E 1 4 è hours from 2—46; (3) Wages for the 

E. eliminate all unproductive operations—insertion fractional hours of 4 s 43 84 214 25% 

ME . 384 42} 434 444 45! 463h.; (4) Overtime 

E and extraction of Carbons, etc., etc., and so saves 2 me Ee aT or nie aud quarter 

Exc Fi e : e for 4 4 1 and all whole hours from 1—12; 

E 33.7 time, typing Invoices, Works Orders, (3) Overtime at time and «half for 4 3 4 

be Records, etc.—an important factor in these days and all whole hours from 1—12. 

E See announcement on page 4. 

D of staff shortage. 

v. POWER-SAMAS ACCOUNTING 

ud à : i : MACHINES LTD., Yew Place, Farnham 

^ 4 No special typewriters are required, neither have altera- Royal, Bucks, 

e ions to be madet isting machines ; rfect registration PUNCH - CARD ACCOUNTING 
pene te > v exMiing mace ic gerer: r^g MACHINE AND EQUIPMENT: The 


- 


following range of machines covers the 
needs of small and large organisations :— 
POWERS-ONE «sing a small card 


' of zi columns medium sized, 


«WW. 
es 
i. 


- TUA 
A Ps 


between all copies in set of forms is assured. 


So successful and so great is the demand for 


e 

E Fanfold Limited's Fanfold Stationery that our POWERS eS using a card of 36 
EV Presses are now on 24-hour shift basis, but we can POWERS-SAMAS using a large card 

CS of 65 to 130 columns. s 


Powers methods enable considerable 
economies to be realised both in staff and 
time and are, therefore, of outstanding 
interest at the present time. The per- 
foration of the punched cards is the only 
manual operation of the system and this 
can be efficiently performed by junior 


still supply you with Fanfold Continuous Stationery 7 


WRITE FOR FULL PARTICULARS TO: 





female staff after a short period of 
-— — training, All subsequent operations of 
producing the accounting and costing 


records are performed by the machines at 
machine speed and with mechanical 
precision, 


NORTH CIRCULAR ROAD . LONDON . N.W.2 


Telephone : GLAdstone 5477 ( 4 lines). Telegrams: UZEFANFOLD GOLD, LONDON 
: | 





CE TELEPHONE CO., LTD., 
39-41 Parker Street, W.C-2. 





MOORES MODERN METHODS 


J"^pTD. 19/21 Farringdon Street, London, 


E.CA. 
LOOSE-LEAF RECORDS: Many new 


rulings are available including forms 
rendered necessary by official regulations, 
eg. ration registers, A.RP. records, 
Home Guards records, as well as salaries 
and wages books, providing for the 
deduction. of income tax at source, 


MACHINE ACCOUNTING EQUIP- 


MENT: A new steel card tray of large 
capacity. This new "Super-Fleet" tray 
provides the maximum inside working 


capacity within the limit of its outside 


^-. dimensions, 


THE NATIONAL CASH REGISTER 
CO. LTD., 206-216 Marylebone Road, 
London, N.W.1. 

ACCOUNTING MACHINES: The 
well-known National accounting machine, 
Class 3,000, embodying the full automatic 
keyboard sand typewriter keyboard, is in 
use in large numbers of armament shadow 
factories, and in firms supplying equipment 
for the Forces, Limited deliverjes are 
being made to essential priority industries. 

The new Class 2,000 posting machine, 
which was announced just prior to the 
war, has aroused considerable interest. 
Some of the unique features and advan- 
tages with which this machine is equipped 


e: 
(a) All records (i.e, ledger, statement, 


or duplicate statement, and journal 
sheet) are in original ribbon prints. 


RELIANCE LOUD - SPEAKER 
TELEPHONES enable you to communi- 
cate with any department by merely 
throwing a key and speaking, without 
having to hold the telephone. Thus both 
hands are free to handle papers, etc., 
during conversation, 

LOUD-SPEAKING, NON-DIALLING 
TELEPHONES : The convenience which 
busy executives find in a private automatic 
telephone system becomes even more 
marked if loudspeaking telephones are 
installed. 


REMINGTON ACCOUNTING MA- 
CHINES, Commonwealth House, 1-19 New 
Oxford Street, London, W.C.1. 

REMINGTON MODEL NO. 20: à 
typewriter especially for accounting work. 

(Please turn to page 44). 
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= MILNERS: 
SAFES 
in Air Raids 


The following is typical of hundreds of letters in our files: 












“With regard to the Safe you recovered from 
our late offices, we understand it is capable of 
renovation and shall be glad if you will put 
same in hand. What about the older Safe you 
opened? Would you advise us to have that 
renovated also ? | 


AUG 9 3 28 
A69 5 i! 
AUG 9 359 






2-293, 


2567 


*. 
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May we congratulate you on the manner in 
' which your Safes preserved their contents. Out 
of five Safes, the two made by your firm are the 
only ones that stood the severe test. They | 
preserved their contents admirably.” 
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The original letter can be inspected by responsible persons 


CONSULT US ON YOUR SECURITY PROBLEMS 


MILNERS SAFE Co. Ltd. 


21, HAMPSTEAD LANE, LONDON, N.6 
Telephone: MOUntview 6655 


| 





This is only one of the limitless variety of forms of 
cost cards suitable for use with International Job Timing 
Machines, Phone, call for demonstration, or write :— 
INTERNATIONAL TIME RECORDING Co. Ltd. 
| 112 Strand, W.C.2. TEMple Bar 5841 
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Profitable All-the-Year-Round Pub- 
licity at a Low Cost per Prospect 


The restrictions which paper 
rationing has imposed on all forms | 
of advertising make the “System” | 


For the modern office : 


The all-British Imperial Quiet Model 
55—the 


modern 


Desk Calendar a more valuable, 
effective and economical publicity 
device and goodwill builder than 
ever before. 





Your name or advertisement 
can be specially overprinted on 
cach of, the Daily Sheets of 
the “System” Desk Calendar 
so that it will be seen every 
hour of every day of the year 
by all of your customers or 


Once a business 
man uses the Desk Calendar he 


you send it. 





Plan Your 1942 Publicity NOW 


most complete 
typewriter, also the Standard Model 
50 and complete range of special 
purpose and accounting machines. 


goes on using it year after year, © 
It reminds him of engagements, | 

things to be ‘done; saves his | 

time and memory, and enables | 


him better to concentrate on 


prospective customers to whom 


And yet the cost is 


important tasks, 
remarkably small in 


comparison with the benefits that it 
gives you and the goodwill it creates. 


Without Obligation Post This Coupon Now 


For Particulars and Quotations 


To SHAW PUBLISHING Co., Ltd., 


Ad n KA ^T a 


6, Carmelite Street, London, E.C.4. 


Without incurring any obligation I would like to have 
your quotation for ............... System Desk Calendars 
for advertising purposes throughout 1042. 
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IMPERIAL TYPEWRITER CO. LTD. LEICESTER 
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Even the ^ pes p yo use ins PITMAN’S for BOOKS 

ac ; Atc ‘His IE IOS UML, 
mac hine or statements, le ger posting on MANAGEMENT 
receipts, cash book*and a variety of other 
work. Front and back feed, electric 
carriage return, if desired: date-printing Here are books to increase efficiency, speed, produce 
kev and manv other features tion, to assist organisation along modern lines, books 


REMINGTON MOI JEL NO. 86 AI > for the war effort and for reconstruction im peace. 
ELECTRIC DUAL CROSS ACCOUNT- | | ORGANISATION AND, ADMINISTRATION 


PM cbe py meet - . OF INDUSTRY. 
ING MACHINE : latest of the Reming- 


PS - I : 3 By. F. T. Lloyd-Dodd, M. A., D.Sc., and B. J. 
Se: ton. accounting mac hine range, för a Lynch, Ph.D., B.Sc. An up-to-date survey of the 
T " variety otl accounting we rk, organisation and administration of British industry. 
d T EN 

JF 











»p NCCT rj )E N 29. 4 * It is in three parts, tracing historical developments, 
REMINGTON MODEL NO, 82 ALL discussing general principles of modern industry, and 


a ; ELECTRIC F. INT( Dp MAC HINE : finally dealing in detail with location, planning and 
i used extensively for invoicing and work lay-out, etc. Bibliography and Index. Ul pages, 
^ 7 * 8s. 6d. net, 


where a number of carbon copies is 
z^ required. TIME-KEEPING AND WAGES OFFICE 
WORK 


-— Reproduce all your valuable ^ REMINGTON “DALTON” ADDING | AO 
: P y AND LISTING MACHINES: íor the | | 2», D. J. Garden, M. 4, B.Com. This book 


embodies the results of considerable research into the 


at? records on miniature film addition of £ s. d. 12 key keyboard. methods of accounting for time and pay-roll work 








Manual or electric. generally, There are specimen forms, and various 

REMINGTON “MONARCH” methods are fully discussed. 105 pages. 5s. net. 

"- ADDING AND LISTING MACHINES : FACTORY ADMINISTRATION IN 
i A for the addition of whole numbers. 10 ) PRACTICE = 
v joa key keyboard, Manual or electric, BN. J. rege Ayer age Pee E vie P 
ja : REMINGTON “PRINTING CALCU- | | practical factory men. It is of special importance 
@ LATOR”: The only combined numeral to the administrative staff and demands (heir closest ^ 
M a adding and listing machine capable of atlention, 300 pages, 8s. Ga. net. 
C z multiplication and automatic division. OFFICE ORGANISATION AND 
. TYPEWRITERS: Remington Noise- — nt’ - 
less. Standard: made in Canada. Is | By t late Zewen R. Dicks andi 
^a equipped with every known up-to-date LL.B., F.C.A. The best-known of all office 
- device. Patented noiseless action, organisation books. Discusses every question relating 
: : Noiseless Portables: 88-character key- pli ccs age Frye Bed & iw eer is reliable 
board; all operating features of Reming- COTRA: UN ge t 
ton Noiseless Standard, FREE! 

Rand Portable: with new short-type fr cbs re yis oS Eee 45K. aM 2p 
bar action with star-wheel escapement; ache " (Income Tax) PA packs on Industrial 
complete in all features. Management" by J. J. Gillespie. 

Streamline No, ST: made in Canada. 

i T Has every feature of the standard machine 
XT UA +e in compact, portable form, PITMAN BOOKS 
M Streamline No, 5: similar to above but mean EFFICIENCY 
- THE WISE MAN takes full precautions with five-space paragraph key in place of PITMAN HOUSE, PARKER STREET, W.C.2. 
: to ensure that all the vital documents in his | complete tabulator, — P | 
business are duplicated in such a way that "Hos A vog pe : ay Neun. 22 
. s re oard and «4 "SSC c DETE i a | 
in the event of the destruction of the rik aE srsbderd modi. 5 ae 
originals his business can still carry on ee 
: without interruption. RUTHURSTAT, LTD. 12/13 Astor e 
vil a , House, Aldwych, London, W.C.2. g uo 
KODAK COPYING SERVICE FACSIMILE REPRODUCING APPA- M 
RATUS copies plans, documents, corre- P we 
be spondence, printed matter, ete., by photo- 
p Single documents with maximum width graphic process, but without need for 
, of 104 inches but unlimited length, can | dark-room or skilled operators, 27 
be reproduced on 16 mm. film at prices || MAMMOTH MODEL takes originals 
ax m d up to 42 by 32 in. Has vacuum-pressure 
from 2 shillings per 100 facsimiles. frame, automatic timing, retractable 
filter, ete. 
Bound ledgers, deeds and other INTERMEDL ITE MODEL e copying 


capacity 20 by 26 in, which is as big as 
anything required in the ordinary office, 


documents up to 17x22 inches, can be 
reproduced on 35 mm. film at prices 
from 12 shillings per 100 facsimiles. 


Ask the *Recordak" Division of Kodak 
Limited to quote you for your requirements 
at the following offices. 


.. "RECORDAK" 


vA (DIVISION OF KODAK LTD.) VENUS PENCILS are 


incomparably smooth and 


of ADELAIDE HOUSE, KING WILLIAM ST. long lasting, their standard 


of quality rever varies. 





MADE IN ENGLAND. 


LONDON, E.C.4 MADE IN ENGLAND never were created and 

KNOWN THROUGHOUT THE DADAS on such a vast 

; WORLD. scale as today, to meet 
E. | l PETER ST., MANCHESTER, 2 the vital need of efficient 









"Seldex''Visible Record 
Systems and Equipment 


If you have any difficulty 
in being supplied, write 
direct to the address 
below for sample, stating softest to 


| ehich degree you prefer. 3h, hardest SELDEX LTD., DULVERTON ROAD 
VENUS PENCIL Co. Ltd.. LONDON. ES. WITTON . BIRM'NGHAM 6. | 


managerial and produc- 
tion control in all its 
aspects. 





From 6b 





MIDGET MODEL, foolscap. 

None of these models requires skilled 
workers for its successful operation: 

See announcement on page 46. 


SELDEX LTD., Seldex Works, Dulver- 
ton Road, Witton, Birmingham, 6, 

“SELDEX” HINGE CARD EQUIP- 
MENT : Incorporating the original patent 
steel clip hinge suspended on a spring 
steel bar. This ingenious method of 
hinging allows for one or more cards 
being suspended from a single bar. The 
hinge itself is a permanent part of the 
equipment and does not call for replace- 
ment, 

“SELDEX” POCKET EQUIPMENT : 
This alternative to the hinged card type, 
provides for record cards or sheets being 
contained in a manilla pocket with a cellu- 
loid protector fixed to the visible edge. 

“Seldex” hinged card and pocket equip- 

. ments are available in both cabinet and 
non-cabinet type, to accommodate records 
of varying sizes to meet individual needs. 

CABINET EQUIPMENTS: range 
from single tray unit containers to mul- 
tiple tray cabinets, embracing the capaci- 
ties of 6, 12 and 18 Trays, etc., in single 
and double row forms. 

"SELDEX" NON-CABINET EQUIP- 
MENT: consists of panels of the wall 
or desk stand pattern. 

“SELDEX” POSITIVE ALIGN- 
MENT: Cast metal distance pieces are 
moulded on the ends of the spring steel 
hinge bars. Thus, when positioned in the 
channels of the tray, the distance pieces 
butt one another, giving positive align- 
mint to the exclusion of any variation in 
the visible edge. 

"SELDEX" STRIP RECORDING 
EQUIPMENT : The range includes single 
sided wall panels and double sided, single 
or duplex swinging panels. The double 
sided swinging panels may be accommo- 
dated in steel desk stands, wall brackets or 
rotary stands. 

See announcement on page 44. 


THE SHANNON LTD, Shannon Cor- 
ner, New Malden, Surrey. 

THE SHANNOGRAPH : New filing 
system for letters and documents which 
makes neatness obligatory and automati- 
cally puts a check on misfiling, Every 
folder is suspended on two rust-proofed 
steel hangers so fixed that when the folder 
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is in the drawer a narrow strip is exposed 
and kept perfectly flat. 

This strip takes a label the width of 
the folder. The label, which is protected 
by a transparent sheath, takes the typed 


— .- game and address of the correspondent or 
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OFFICE MODEL, double foolscap | 








'Phone : 


the name of the subject; thus exception- 
ally good visibility is provided. 

Permanent signals in colour can be 
made on the label to deriote department 
or subject, territory, credit, etc, A chart- 
ing code provides a series of colour marks 
which move progressively to the right in 
accordance with correct filing order cf 
folders. If a folder is out of place the 
graph is out of step. No insert folders 
are required, thereby saving expense and 
increasing filing space of the drawer. 

THE SHANNOBLIC : An alternative 
method of applying the suspended filing 
principle cuts out waste of filing time and 
ensures rapid identification even in the 
largest systems, 

Special index tabs, which do not soil 
and are always easy to read, are set at 
an angle to catch the eye and can be 
positioned for easy location, Folders never 
become out of date, for labels are 


DUPLICATING 
PERFECTION 








No process or appliance has yet been 
devised or invented to produce more 
perfect Duplicating than Ellams range of 
Duplicating appliances. 


For nearly 50 years the resources of 
money and scientific personne! of the 
entire Company have been devoted to 
the development of Duplicating equip- 
ment, with the result that to-day nothing 
more efficient is obtainable. — Ellams 
group of Duplicating Machines range at 
varying prices from the small Bantam 
Flat Bed Model at 35/- plus Purchase Tax 
to the Automatic Electric Self-feeding 
Rotary priced at £85 plus Purchase Tax. 


ELLAMS 
CARBON PAPERS 


Ellams Carbon Papers achieved popu- 
larity some forty years ago because they 
were the first Carbon Papers in the 
World to be clean to handle and 
smudgeless in operation. 


To-day these things are taken for 
granted and the outstanding attribute 
which causes so many users to insist on 
Ellams Carbons is Economy — NOT 
cheapress in first cost but Long Life ; 
you can use them time and time again. 
They will still be giving good service 
when two or even three lots of Carbons 
of lesser quality (although not greatly 
less in price) have had their day. 


Write for full information. 


DUPLICATOR CO. LTD. 


ASTOR HOUSE, 
LONDON, W.C.2 


Holb. 


ALDWYCH, 


5365. 


MAKERS OF BRITISH DUPLICATING EQUIPMENT FOR 50 YEARS 


instantly removable for re-indexing, and 


special folders are  "spot-lighted" by 
additional colour signals, 
SHANNON VISIBLE RECORD 


SYSTEMS offer finger-tip and at-a-glance 
control of all the facts relating to every 
phase of business. Shannon visible re- 
cords are available in steel! tray cabinets, 
on frames, in a desk stand, revolving 
stand or wall bracket, or in portable 
books and panels. 

OFFICE FURNITURE: Increasing 
demand for office furniture at economical 
prices led Shannon to introduce a new 
range of desks and tables. The "Contract" 
suite offers quality furniture at new low 
prices, 

The Shannon Limited has a complete 
range of office equipment and filing 
supplies and offers an advisory office 
planning and equipment service, 

See announcement on page 35. 
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i 4, W. H. SMITH & SON LTD., ess 

For Photo Copying of Documents Forms Dept. Beide House London SET 

10 hours typing reduced to 30 minutes “ALACRA” CONTINUOUS STA- 

6 months tracing reduced to 2? weeks TIONERY : forms for use on all makes 

i 5 of typewriters, accounting, tabulating and 

Office Use— Engineering Use— other machines, These forms are inter- 
@ Avoids typing and checking @ Eliminates tracing iidem M “Alacra” Que ume „carbon 
; sheets, p to hitteem carbon copies can 

. dex records of Government @ Copies blue prints be obtained from one typing. The forms 
— a 4, Opaque originals, card or are marginally punched, the punching 

@ Copying statistics double-sided engaging in the “Alacra Pinwheel,” which 
@ Contracts, agreements, etc. @ Intensifies pencil drawings ensures dead accurate registration of the 


work throughout, As the forms move 

PEED ° around the platen, the pins recede auto- 

up your plan reproduction matically to release the form, Thus it is 

: A ; impossible for the original sheet or carbon 

A VE laborious typing & checking copies LO creep "weave" or buckle. Time 

b II » * wasted by inserting oe rated 

stoppages caused by the alignment of the 

y insta ING a RU FIURSTAT work having to be corrected are entirely 
avoided. 


Copying Sizes— 


Midget - - -13'«9' * Complete Equipments 
‘Office - - .16'xi* F T " |. SMITH PREMIER TYPEWRITER 
i 2; x an CO, LTD., Commonwealth House, 1 New 
Double Imperial 30” « 22 x i Oxford Street, London, W.C.1. 
Mammoth - -42".32" The Ruthurstat Electro-Copyist | NEW | MODEL NOISELESS : 23 
or over 


mechanical improvements including : 


No dark roo 
m , ° n 
pressure-printing device on all type keys 


The Double Imperial and 


M à m ! ingineering H — ae . : 
node yd c rn No focus to eliminate noise; only one-third effort 
types ensuring perfect No skill needed to operate compared with standard 


contact over large areas, 





machines, &8-character keyboard; special 
pressure control for varying position of 
carriage to suit thicknesses of work; 
interchangeable card platen; four-way 
type guide maintains alignment; variable 
line-spacing, ete. Carriages to take paper 
from 114 to 27 in.; type and signs to 
customers’ requirements, Attachments 
supplied to handle continuous stationery, 
record cards, carbon ribbons for hecto- 
graph work, ete. 

STANDARD NOS, so AND bo: "Seg- 
ment shift’! typewriters; clear visibility; 
light, quick basket-shift for capitals. 
Carriages for paper from 10? to 424 in.; 


rubber feed-rolls keep paper rigid when 
i tvping, Model 50 has 84 characters; 
SUBPLIES OF STEEL EQUIPMENT ! Model 00, 02 ; all modern type styles and 


WHERE ? languages. Both models fitted single-bar 


SOLE MANUFACTURERS : 


RUTHURSTAT LIMITED 


12-13 Astor House, Aldwych 
LONDON, W.C. 2 


Holborn 4737 








J. AVERY & CO., 8l. Great PorHand Street WI. 








FROM— tabulator; also supplied with  ro-key, 

Ww inbuilt decimal tabulator. 
SPECIALITY :— J. ? TIMMS, NOISELESS (PORTABLE) 51: same 
A PATENT BLACK OUT BLIND FOR GUARDIAN SAFE WORKS noiseless type-bar action as Standard 
FACTORIES i Nciseless 88-character keyboard; all 
TE WOMBOURNE cperating features of Standard machine 
No light leakage at top, bottom or sides (except tabulator); one carriage width, 
PROPER VENTILATION. WOLVERHAMPTON. taking paper 93 in, wide; various style 
^ tvpes and keyboards for most modern 
A PERFECT BLACK OUT CUPBOARDS, LOCKERS, BINS, WORKSTANDS. languages. Travelling-case; weight, with 

UNAFFECTED BY DRAUGHTS. Etc. naues. ME Thi S os 

We regret that owing to demands on this PRIORITY ORDERS ONLY SMITH PREMIER | (PORTABLE) 
blind, only work of National Importance Telephone: WOMBOURNE 2277. NO, 11: has everv operating feature of 
can be undertaken, | standard typewriter, including — S-stop 
Telephone: Langham 2433, | tabulator 88 characters; weight 17 Ib. 1 oz, 





P ORT: ABL E 5 T. and 5 5 P ar: similar to 


STAGGERED PAY DAYS 


Over 60,000 concerns are using Brandt Wages equipment, and this enables them to maintain a very high degree in efficiency, 








particularly in these days when many staffs are depleted due to National Service and other causes. 


WE CAN BE OF ASSISTANCE IN YOUR WAGES OFFICE 





You can write for a copy of the booklet which tells how the BRANDT reduces the cost of PAYING WAGES—or—Why not ask 


our Representative to call? A demonstration involves no obligation. 


BRANDT AUTOMATIC CASHIER CO. LTD. 
4| FURNIVAL STREET, LONDON, E.C. 4 
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CO., 57 Farringdon Road, London, E.C.1. 

"AXCRAFT' CARBON PAPER: 
. something notable in carbon papers, Basic 
. factor is that the back of this carbon paper 
. has becn coated with a special preparation 
 -Which gives it a glossy waxed surface. 
^ Five advantages, it is claimed, result 
from this new treatment— 

. 1. It doubles the strength of the car- 
bon paper Waxcraft carbons do not 
or crease like ordinary carbon 
papers, 

: 2. It gives extra "body" to the paper 

-. And so counteracts the tendency to curl. 
s. 3. It enables a much heavier coating 
to be placed on the front of the sheet. 
This means that each carbon lasts 
longer and gives a sharper impression 
to the very end, | 

4. Waxcrait carbon paper has a non- 
smudging surface, It will not rub of 
on to your fingers, nor will the carbon 
copy itself smudge. 

5. The special coating on the back of 
the carbon prevents them from clinging 
to the duplicating paper. Handling a 
Waxcraft carbon is like dealing with a 
new pack of cards as compared with 


an old and sticky pack. When taking | 


many copies it halves the time spent 
in removing and replacing the carbons 
in the sheets, 


See announcement on page 2. 


THE TAN-SAD CHAIR CO, 
LTD, Aver 
London, E.C.1, 

TAN.SAD SCIENTIFIC SEA TING: 


(1931) 
House, Clerkenwell Green, 


science of comfortable seating has been | 


studied by makers of Tan-Sad seating, 
Wide range of chairs and stools, each de- 
signed to suit the work of the user, to 
enable him to work with the highest degree 
of comíort ard a minimum of fatigue, All 
models incorporate the 
in that being anatomically correct in de- 
sign and censtruction, they enable perfect 
posture to be maintained, 
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LOUDSPEAKING—NO SWITGHBOARD—NO DIAL 


With Dictograph Telephones installed the Chief 
Executive can communicate with any depart- 
ment direct — by a simple flick of a key. All 
- departments can also communicate with one 
another, but executive calls“ get priority auto- 
matically. A representative will gladly call to dis- 
cuss possibilities. Information, demonstration, 
, Survey,estimatesorrentalterms--free on request. 
Twenty-five years’ experience at your disposal, 






as 5-stop adjustable tabulator for 
al work, latter an automatic 5-stop 
| ph key (operates without setting 
of stops); weight 5 Par, 13 1b. ; 5. T., 13 lb. 


full 


standard keyboard; English only; weight 


THE STANDARD OFFICE SUPPLIES 


Tan-Sad system, | 


A.R.P, Consult. Dictograph on Telephone and Sound systems 
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We can show how to adapt your 

present accounting system with 

very little extra labour, so that 

by duplication you will know how 
much each customer owes vou even 

Louis if all your 
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UNT BOOKS ARE DESTROYED 



































E 


AC 


















"Phone? Chancery 8971 i 


MANUFACTURERS OF LOOSE LEAF BOOKS & MACHINE ACCOUNTING EQUIPMENT 


50^ FASTER SORTING 
The Ambidex System 

Cuts out waste effort, 
 Simplifies and organises sorting. 
. Meets individual requirements. 
Speeds up Filing Ledger 
|... Recording, Ínvoicing. > 
| Provides instant reference to papers, 
| Saves Postage. 
| Saves Stationery, 
: Accelerates the flow of work 
the Office. 


Write for. 
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In many cases 
LIGHT-RAY APPARATUS 
has overcome the trouble 


Posting, 


i 


throughout 
Send your inquiries to : 


RADIOVISOR PARENT LTD. A! 
| ı STANHOPE ST. WIE BD ERP Es M 
| LONDON . N.W.: Equipment Company 
: Telephone : Eus. 5905 Emergency Address : 


. 13 Keynsham Avenue, Woodford Green, Essex 
Telephone : Buckhurst 3317 


particulars : 

























Executive's Instrument 


4€ Under present conditions, we can only eater for those firms engaged on Government work, 


Abbey House, Westminster 





& 


ABBEY 5572 (3 lines) 


Branehes an GLASGOW, BIRMINGHAM, MAN CHESTER, LEEDS, NEWCASTLE, BRI BOE: 
CARDIFF AND DUBLIN, 


245 7e Mele an. Factories: oia eeg cd 


























Horseferry House, - 
"TELEMATIC" AND "CHRON: 
MATIC” SERVICES. “Telematic 
complete — inter-departmental telep 
service providing from 2 up to 800 lr 
of communication, installed on a renta 
or sale basis, inclusive of regular inspec- 





Westminster E 
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| B | tion and mechanical upkeep, The main 
s y | types of apparatus are referred to by code 
| | TELEMATIC s0/s00 consists of instru- 






















Immediate From | h difficul ‘cuted ments with dial switches operating through 
Deli y i ou have any difficulty in securing adequate l ay Ec Lo SUR 5 2 tt Em 
Jelivery Stock LI, y y & 3 a private automatic exe hange serving 


| and prompt supplies of metal or other name 


: f oo . anv number of points from 16 to 8oo with 
or instruction labels or find difficulty with TH | P t with 


| 

i 

| 

| | absolute secrecy. a 
tag labels on metal, etc., why not follow. Selected ae gene may be equipped K 
‘the example of leading manufacturers who o EEN M een oa ne ae » 

| ne een? | with a "priority" feature enabling exec 
| 
| 
i 
i 














| RE E a 
jare using “ TRAPINEX " Paint Transfers | tives to interrupt conversations of 8 
with conspicuous success. | | ordinates instead of waiting for them 
| Delivery is speedy, of any size or colours, | become disengaged. Private secretar 
and the details being printed on durable | can weed out unimportant calls to © 
, paint lasting service is assured. | chiefs. Conferences can be held betwe 
| DT executives. 


| FOR WINDOW ADVERTISING. “TRAPE SO" A 
ài |  Loud-speakers, stafi-locators, and 4 


: THE KEMCLO'" STOOL NEX” Paint Transfers in larger sizes pro- — |. i can also be incorporated. 


man 





: | ! |! vide the most effective means of maintaining | “Deae 3 atnns may be associ Yi 
a strated Added and gown hes days ofresricmd | a peieghone to cbini ting he dial wha 
* 2 E; ue M d | advertising and supplies. Anyone can apply, | Sano certain points most frequently: | 
Model AL » ge D) and once in position they last indefinitely and spoken to. By “tie ines” between: =. 
Roe , Special seat 25/~. c: nnot get soiled or lost like showcards and | switchboards, widely separated premises .— 
*ALL METAL CONSTRUCTION | window bilis, Ideal for e | switchboards, widely separateo pui. 
*LOCKER COMPARTMENT UNDER | Window Ulis; Aces lor SPORE . | may be included in a single automatic o 
- ` SEAT (hinged to form cover). | WRITE OR PHONE FOR DETAILS— | serine 7s 
e CAN BE CONSTRUCTED i MADE | A zu l J. W. TIMMS, Guardian Safe Works, = 
. TO CUSTOMERS OWN HEIGHTS & Sa Wombourne, nr. Wolverhampton. 
SUGGESTIONS. | | SAFE CABINETS : “Gua rdian" model, 


‘KEMCLO’ HARDWARE Co. 8 Commerce Works, | tested in 1,310" F, furnace for over one 
| | 43 C Rd.. Lond N 22 hour, resulted in the temperature inside 
55 Netherwood St., London, N.W.6.. ommerce ., London, N.L | ie cabinet rising only to 218^ F.—that is 

MAlda Vale 1331. Anm NNNNNBOWES PARK - — 1l 82? below the point at which paper be- 


ELECTRIC HEATERS | 


for PUBLIC and INDUSTRIAL SHELTERS | 


Heavy Precast Concrete Casing with Standard Electric Element of T Kilo- 
l . watts sufficient to heat shelter of 1500 
fixing lugs for bolting to MA Sup cubic feet capacity. 1 kilowatt element. 
plied with or without Electric Element. supplied if desired. 


Heating installations for shelters should be decided on now. Do not wait until the 
winter months before ordering such equipment—we can give immediate delivery. 


The STENT Shelter Heater is economical, efficient and simple. | 

















CAST l 
CONCRETE 
HOT AIR OUTLET CASE 
| SHOWING THE 
| d SPECIAL 
| » J ELECTRICAL AIR-FLOW. 
| ii 7 HEATER UNIT SYSTEM | : 
i Wi : 
ROLE f A 
WALL ABOUT j : 
S15 how A cue friar QP TONAL Send to-day for full details k 
COCA. AIR i t a COOL AIR FROM : 
FROM OUTSIDE | n m æ = 7 f INTERIOR OF SHELTER 






2 BON ee uL 
NC ON copo ben 
d ta ee (SHELTER FLOOR 7] BASE OPTIONAL 


B PRECAST CONCRETE LTD. 
ST ENT 2 CENTRAL BUILDINGS, 
| WESTMINSTER - SWA 


Tel. : Whitehall 2578 


GROUND LEVEL 2 Seine 
E SS a eS Se IIPS 


FLAP £p POSITION A MEATS TERNAL Al 
B - AR FAGM QUISOE 
















GR rage of ledgers’ and other 
is their unusually low price. 
nnouncement on page 46, 








DERWOOD ELLIOTT FISHER, 







L,.55 Greek Street, Soho Square, 
ondon, W.1. 
NEW CLASS "D" AUTOMATIC 


ACCOUNTING MACHINE: this is an 
outstanding addition to the wide range 
of Underwood Sundstrand machines. 
^c This new Class "D" range, is equipped 
with two separate and distinct cross- 
-footers. which may be controlled auto- 
matically or manually, All amounts are 
"written on one keyboard regardless ot 
vhich crossfooter and/or register is being 
ected. No time is lost in selecting the 
board, no error can occur through 
g the amount on the wrong key- 
s. Touch» operation on a single key- 
"results in greater 















e fact that this simplified Reyes 
des. automatic column selection obvi- 
the necessity on the part of the 
erator to select the rows in which the 
eys are to be depressed and eliminates 
€ possibility of depressing a key in the 
ong row. 


Each crossfooter is. equipped with direct 
btraction of subtracted items, being 
utomatically printed in red. In addi- 
ion, each crossfooter is equipped with 
utomatic credit balance feature. 

|. The machines are ‘equipped with eight 
registers for the automatic accumulation 
of column totals, and these registers may 
cbe used either independently cr jointly 
with the crossfooters, All registers are 
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s Js MADE: -PATENT N* 38477) M | 


ordigrapi va 





THE 


M ODERN METH OD 
of 


REPRODUCTION 











The Fordigraph entirely supersedes the 
old-fashioned duplicator requiring ink 
and stencils. Originals are prepared by 
typing, drawing or writing; reproduc- 
tions can be secured in several colours, 
registration is perfect and there is no 
risk of blurring or smudging. For good 
clean reproduction of all documents there 
-should be a Fordigraph in every modern 
. office. Models to suit all requirements 
: are available. 


——— een Hr 
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speed and. 


machines with 
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omatically controlled and any 
may be engaged in any column. 
On. completion of a run of wi 


machine will print all register totals auto- 


matically in their correct positions, thus 
eliminating all possibility of error in clear- 
ing the machine. 


UNDERWOOD "MASTER" TYPE. 
WRITER: with automatic right-hand 


margin justíying device. Enables ordin- 
ary typed matter to have the perfect, 
symmetrical appearance of a printer's 
type-set job. SUA es right-hand margin 
is banished; the benefit of this is not only 
infinitely better looking letters but will be 
felt in departments where direct mail, 
bulletins, advertising copy, etc, is pro- 
duced. E 
TYPEMASTER | PORTABLES: of 
three models, two are noiseless, Noiseless 
machines of the portable type are rapidly 
gaining popularity among executives for 
their own use, | 





UNIVERSAL POSTAL R NKERS, 
LTD., 1-7 Canonbury St x Road, 
London, N.1. 

POSTAL FRANKING MACHINES: 
in various size models from an inexpensive 
hand-operated machine to the high-speed 
semi-automatic feeding, 
sealing and stacking devices. 

Even the cheapest — hand-operated 
franker is, of course, about five times as 
fast as any manual method of attaching 
stamps. But whatever capacity. machine 
is used the principle of f ranking has 
advantages in saving supervision, checking 
and the otherwise inevitable petty losses, 

“MIDGET” MODEL: provides limited 
number of postal values, generally 
between id, and 1/-, at user's option. 
Speed oí operation is up to 2,500 frank- 
ings per hour. Midget is available in two 
models: (a) a two- -value and (b) improved 
model with 3 or 5 denominations, front 
dial selector, ad can be electrically 
operated, | | 

THE “JUNIOR MULTI-VALVE": 
prints any of 23 denominations up to 
11$d, at one It handles all 
sizes of envelopes, pr thicknesses up to 
din. Labels can be franked for parcels. 

THE "MUELTI-VALUE"; prints all 
denominations of postage up to 208. 11&d. 
one impression. It is similar to 

“Tumor,” but both hand and electric 
models: have automatic trip. Speed of 
hand machine 2/3,000 per hour; electric, 
5 /6,000. 

PITNEY-BOWES MODELS: elec- 
trically operated machines for franking 
and sealing simultaneously or separately. 
Automatically feed, separate, frank, seal 
and stack at 125 per minute and deal with 
all dimensions up to :2in, by 8in. and 
thicknesses of gin, 

Latest development is the introduction 
of the label attachment for dealing with 
bulky packets or parcels, This is avall- 
able with Midget, Junior, Multi-Valve and 
"FS" models. The attachment auto- 
matically feeds from a roll of paper and 


delivers a franked slip cut off to required 


size ready for affixing. 

UNIVERS AL ENVELOPE SEALING 
MACHINE: is electrically operated and 
has output of 125 per minute for all 
lengths of envelope up to i2in, and will 
automatically feed, ‘separate, close and 
seal in one operation. It can take envelopes 
up to I2in by gin. and to a EX of 
£n. and handles both. fully- -paid mail and 


| * | printed matter in the special "penny-saver" 


‘ton, Birmingham 24. 














PRODUCTION CONTRO! 


Links up each machining operation of various 
| departments 
















€ PLANNING, PROGRESS, 
WAGES, COSTING 










€ REDUCES CLERICAL 
LABOUR CONSIDERABLY 











Rechecking absolutely unnecessary. Eliminates | 
retyping or rewriting of any data, information 
or particulars which may be common to 

mány forms | 








“ALL BRITISH” 
design, labour, capitaland, of course, materials 
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Manufacturers & Marketera 


Sydenham Road, Sparkbrook,Birmingham, {1 































Special attachmént can be fitted for 
counting the envelopes handled or print- 
ing return address or advertising slogan. 


VALOR CO, LTD, Bromford, Erding- | 


files and cabi- 
need; waste-paper 


STEEL EQUIPMENT : 
nets tor every oficer 
hins, clothes lockers, 


JAMES WILKES LTD., Moxley Road | 
Works, Bilston, Staifs. B 


COMMERC IAL AND INDUSTRIAL 
PRINTING: A Ms. range of products 
is manufactured by this firm and de 
today's conditions a good service is b 
maintained, particularly for those firm 
engaged in priority or essential work, 
the industrial field their products co 


works order systems, stock co 
systems, time and  piecework € 
plannin g and routine forms, to 


with a wide range of individually p 
duplicate books for special use in 
factory, 


MULTIPLE-SHEET SETS of syst 
forms have for many years been one 
the most popular pieces oí busin 
stationery and Wilkes quick-release ci 
bon loaded sets represent the last wo 
in ac saving where speed in typing 
essential. Another specialised type 
labour saving stationery consists of a v 
simple and convenient method of ir 
Wilkes streamflow continuous station 
on an ordinary typewriter without . 
attachment, Stationery ior mecha 
book- keeping, as well as high-g grade. l 
leaf and bound account Ay Sa is ing 
as part of cdd 
serving today's coru 3 


a 








pagan’ 
Encyclopedia of — 


Edited by JOHN BURKE, 


Barrister-at-Law. 


"The best recommendation we can offer 
for this work is that many subscribers after 
buying one copy have come back for 
nother, some have ordered up to half.a- 
"dozen. | 

It obviously has what is wanted. 


Two further reasons why it would be of: 


“use to you: 
41. It is complete-—that is to say it 
contains all the Acts and Orders relating to 

War Damage and Compensation—under 
ne cover and one index. 

2. It is in loose-leaf form, which means 
‘that the frequent and important changes 
Are properly incorporated into the work. 

-This book is not particularly cheap but 
good work seldom, | is. It is well worth the 
^Tmoney. 
coe Price 20/- net, postage 1/-. 
-Always up to date by the 


5 Supplemental Loose-Leaf Parts: 
“each, postage extra. 


issue of 


price 5/. 





WAR LEGISLATION 


->The accumulation of 21 months of war-time 
«Acts. of Parliament, Rules and Orders has 
resulted in a huge and intricate mass of 
material which it is impossible for the 
ordinary man to cope with although it 
affects him vitally in a hundred ways, 


" The solution of the propon is to subscribe 


to: 


WAR LEGISLATION 


where it is all collated, indexed and kept 


up to date, 
Price: 1939 volume, 30/.. 
1940 volume, 35/. 


1940-41 volume (current): 
price on application, 





. War-time Pamphlets 
Price: 6d. net; postage 1d. 


The following popular pamphlets give in 
“simple language the most valuable guide to 
-problems of every-day occurrence: 


WAR DAMAGE AFTER THE RAID 

ae (95th thousand). 

FIRE WATCHING 

(20th thousand). 

'HARDSHIP & MILITARY SERVICE 
(10th thousand). 

RIGHTS & POWERS OF THE HOME 





: | (20th thousand). 
TIME TO PAY 
2 (10th thousand). 








HAMISH HAMILTON (Law Books) LTD. 
reat Russell Street, London, W.C. 11 





.of the shop bill 


BURKE'S LOOSE-LEAF 


The services of the. 
BUSINESS Advice 
Bureau are available to 
all readers. All enquiries 


are answered immediately 


by . post, but those of 
general interest are 
published in this feature 


Hire Purchase in War-time 
K.D..Co, (Bristol), Can goods on hire 


purchase be. seized. during the war for 


non-payment of instalments? 
Goods let on hire purchase EN 


cannot be retaken by the owner: without 


an order of the Cotirt. If the hirer shows 
that he cannot immediately pay the 
instalments, :. owing to — circumstances 
directly attributable to the war, the Court 
may refuse to allow possession to be 
retaken, or may allow extra time to pay. 


Coupons for Retail Exports 


N.V. & Co. (Nottingham). /s a retailer 
able to claim for replacement of rationed 
goods exported or supphed against 
Government contracts? | 3 

Retailers and other persons not regis- 
tered under the Limitation of Supplies 
Orders may apply to the Board of Trade, 
Granville Court Hotel, Bournemouth, for 
coupons to replace rationed goods 
exported, or supplied against Government 
contracts, Where goods are exported 
applications should be supported by a 
receipt from the Post Office or other 
forwarding agency together with a copy 
| bearing a signed state- 
ment by the retailer that the goods haye 
been exported and giving the name and 
address of the person to whom the goods 
have been dispatched, Where retailers 
arrange with the Post Office to stamp the 





will tel Pd 
sufficient if the Post Office serial number ^. 
of the parcel is given. Compliance with ^ 
the foregoing does not relieve the exporter 


receipt in a parcels book it 


from any liability which may exist fo 
obtain an export HERES | 


Government trating of Workers 


M.T. & Co. Ltd. (Birmingham). What 
arrangement does the Government make 
for training employees of a firm taking 
over war contracts of a different nature 
to the ordinary work done by the firm? 
The training of experienced workpeople 
to a higher degree of skill than that which 
they pessess, e.g. the training of employers’ 
operatives, as. setters: (autos, capstans, 
millers, etc.), toolroom workers and other 


skilled grades engaged on production 
work is regarded as one gif the most. 
valuable forms of training which. the 


Ministry of Labour 
assist employers, 
employer can get his skilled operatives . 
trained to a higher degree free of charge. 
The operatives remain on the employer’s 
pay-roll during training and return to 


their employers afterwards. 





AIR DEFENCE EQUIPMENT 
| . SERVICE 


recognised experts and suppliers to 
and Government Priority 


THE 
Loeal Authorities 


Contractors throughout the. Country, can 
supply your every requirement, 
Amongst our Specialities are D.T, and 


Leatherette Waterproof Coats from 25/- and 
Overalls from 15/11 in several types to 
meet all A.R.P. requirements, 


ALL ANTIGAS REQUISITES 

SUPPLIED 
send Enquiries to 
London, 
GERRARD 


Head Office: 
W 6.2. 
2348-9. 


Please. 
4 Lisle Street, 
Telephone: 








` CLASSIF IED ADVERTISEMENTS | 


rv eae uenea em smi eta a A aaan amaaa aanrand — Ó— rr —— — 


RATE-—2/6 a line (average 7 words to s — 
Minimum 3 lines costing 7/6; each additional line 
or part of a line 2/6. Box No, counts as one line 
and is to be paid for; replies are forwarded free 
ef charge; 219, discount for 3 insertions, 994 for 
S, 10% for 12. Payment with order for single 
insertion. Display paneis 25/- per single column 


inch. Discounts as above. Special rate for 
“Appointments Wanted’: 3 insertions for the 
price of 2. 
LITERARY 


is a- short cut to | 


Short Story Writing — There 


suecessiul story writing--the Regent way. Send | 
for free bouklet.—Regent Institute (Depth. 681), - 
Palace Gate, London, W.8. 


‘MISCELLANEOUS 


Get the right employees! Th 
Graphalogy can help you make 







putting the right man in the 
writing accurately uncovers nidden.. talents, 
potentialities, personality and die. 
now for FREE non-obiigatory 


Graphology and Psychology, 93 
London, W. L 


MONTREAL 
TORONTO 
lose], 





: "A Large 
OTHER STEEL AND Woop OFFICE FURNITURE, IN- 
| CLUDING FILING CABINETS, DESKS, 
| CABINETS, ETC. ALSO PLAN CABINETS, NEW AND 
| SECONDHAND, AT LOWEST. PRICES.—WRITE 
| CATALOGUE, 
j LTD., 134/5 Hien HOLBORN, B Gli AMOEBORN 4894." 


; eondition.— Write 
| Whitefriars House, Tallis: Street, E.C.4. 
















ium job for hand- 


* Hi pom: London, W.C.2 


-E GIRRONC LIMITED © ADVERTISIN E AGENTE. 





OFFICE TP FOR SALE 





Selection of Ex-Government and 


FOR 
THE MISCELLANEOUS TRADING CO., 





TIME RECOR DERS 


Staff Time Checking and Job Costing Time 
Recorders (all makes) for quick cash sale, exceptional 
*Betarcol" Box 345, BUSINESS, 








-WANTED 





pe, Tinig Recording ‘Clock, wanted. New or 
E ox oh Business, Whitefriars House, Tallis 


Send deactipeion “DALE, 113 High 
Tel, HOLborn 2564. 


3—————H NR —— 


prices eri 







can undertake’ to. ma 
Under this scheme the ~~ 


CARD INDEX  —— 






FOR ALL 
| ho iS. MAKES OF B B © Em wo m" B 

Adding Machines, Duplicators, Cash Registers, Calculators, Time Recordar. 
and All Business Appliances BOUGHT AND SOLD, HIRED AND REPAIRED 
SAVE TIME—HIRE AN ADDER FOR STOCKT 
ADDOGRAPH HIGHEST PRICES PAID for all F— 


`- The Simplest Portable Adding, Listing l 
Machine Makes of Modern 






















de | | "Delightful to use. 





E: 

















. Office Machiner y. Busy PU ee i n ao ete. 
Adders, 
Calculato rs, 
Cashiers, 
E — Addressers, 
r$ cot to we from i fam Hy nd "t | 
bct tud a cl Duplicators, 


N o Modern Office can afford to be without one. > 
M6 MORE ERRORS-JUST USE THE Ty pewriters , 


GUARANTEED  ADDOMETER 
Rapid Automatic Addition and Subtraction. 


Rests flat on the books. For Decimal or "4 |. Şi f i 
Ordinary Figures and Feet and inches, etc. Stee 4 a es 


FOR POCKET OR DESK. 


So Simple pda pudo ‘and Furnitur e 





NEARLY NEW AND REBUILT 
Fanfold Invoicing Machines with 
or without Adding and Subtract- 
ing at reasonable prices. 









In Plush-ined, ducoid case. 
Size. 1142} X4 in., 95/- post tres 
When ordering state for what 
purpose required. Also a cheaper 
pocket Adder for ordinary figures 
and Indian money, in case. 30/. 
post free. 


And lat your petu lettera. deck 3 0 
Hke personal letters with actual postage || 
stamps by using the TAPPIT stamp afüxer, oo 
Cheaper and quicker than a post |I 

marken all. stamps fixed, checked 
land. counted in one operation. 
] ‘British made and guaran eed. 













THEO 






i | Swinging & 
‘Detachable 
A big, aig AP FER TRA 
eniciency. 
All trays lift | 
sso t d i ace — 
nterchangeable,  —— ee = 
swing out of Sa : 
| BLIMINATE LOGS AND FRAUD BY kic air desk *: 
USING A “SAFEGUARD” THe | ‘Te Sear | 


BEST CHEQUE PROTECTOR 


d ; | 
Ded med ae UE cu alterna Number of Trays per Set. Complete with post 


cheque is your own hability? Material of Trays. 4 Trays 8 Trays 2 Trays and sie: or wall 
Price £12 128. Light or Dark Oak | Approximate internal 

All makes of Cheque Writers at | Real Mahogany operon: dimensions of trays 

half usual prices. Ask for list. | steel, Fshd, Art Green 134 X91 X2] inches, 
















For all calculations. — Multipiles 
divides, adds and subtracts in 1/10th 
time taken to do so mentally. 


Phone: Holborn 3793, or write - TEMPORARY TYPISTS SENT OF 


TA) 74 CHANCERY LANE (Holborn End), 


LO RS TYPEWRITER MARKE & at Maidenhead. London, W. 











200 ACRES 
FACTORY LAND 


CHOICE SITES ON ARTERIAL ROADS 


6 to 11 MILES FROM CHARING CROSS 





BARNET BY-PASS - QUEENSBURY 
STANMORE ^ - EDGWARE 





FACTORY OF 60,000 sq. ft. FOR MESSRS. APEX-VACTRIC LTD. 


Architect: Messrs. Lander, Bedells & Crompton, FF.R.I.B.A. Building Contractors: 
Consulting Architects: W. Newcome Wright, F.S.l. John Laing & Son, Ltd. 


Warehouse Space, Workshops and Offices ready for Occupation 


Apply to any leading Factory Agent or to the Owners: — 


JOHN LAING & SON, LIMITED 


LONDON, N.W.7 (Established 1848) Phone: MILL HILL 3242 (9 lines) 














Printed for the Proprietors, BUSINESS PUBLICATIONS Ltd. by F. J. WILSON & SON LTD., The Cariton Press, Chesham, 
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This Machine COUNTS all tale 


kes Streamflow Continuous Stationery can be used on your 

pewriters withour any additional gadgets whatever, 
This system of using continuous stationery retains the carbon 

pers in the typewriter and eliminates the pepe and taking our 
‘of loose carbons every time. Gives you af the advantages and 3 : 
‘economies of continuous stationery without a penny to spend on ; i Ti J 
equipment. Rx ide T 
Saves between 20% and 5095 of typists’ time, Demonstrations with For counting Pennies or Tohens 
copieasure. : l 


SPEED with ACCURACY 


at the rate of 1,000 coins per minute 


El 


Further oo from : 


“INTERNATIONAL CO 


E 3241 n. 


THIS ACOUSTI-BOOTH IS A 
ZONE OF SILENCE FOR YOUR 
TELEPHONE 


Put a Burgess Acousti-Booth in your 
noisiest shop and you'll be amazed 
at the “zone of silence” it provides. 
Noise will not interfere with your 
telephone service if your shop phones 
are in Acousti-Booths. 
These booths have no doors, yet they 
E are quiet inside because factory noise 
by patented. sound-absorbing walls. Hundreds of these 
booths are in daily use in all kinds of factories. Easy to keep 
h--no maintenance. Write to-day for Bulletin BP F/B. 


ESS ACOUSTI-BOOTH 


JRGESS PRODUCTS COMPANY LTD. 
Division, HINCKLEY,LEICS. Phone; Hinckley 700 (8 lines), 
Office: 72, Horseferry Road, S. W.1. Phone: Abbey 1868. 


fepresentatives: R. iiis d Co., 142 Queen St , Glasgow, C. b a Huddersfie 





Lengleys - 








Power is essential to human progress: you cannot effect 
improvements unless you have the power to carry them out. 
Power over your work—the ability to control it instead 
of letting it control you—makes for the highest eficiency. 
Perfect control over your work is secured by the 
use of the dictating machine, because it gives you the 
power to perform any business or executive function at 
exactly the right time—at just the moment when the 
need arises. You act promptly and decisively always if 
you dictate to the Dictaphone. 

You control your time, your work, your staff with 
the maximum of power and efficiency. Instant action at 
any moment is the secret of Dictaphone efficiency. 


"he Dietaphh 


(Regd. Trade Mark) 


THE DICTAPHONE CO. LTD. (Dept. H), Kingsway House, Kingsway, London, W.C.2 


(Thomas Dixon—Managing Director) 


And at Manchester, Birmingham, Glasgow, Liverpool, Leeds, 


Telephone: HOLborn 4161 (five lines) 


Bristol, Newcastle-on-Tyne, Dublin and Belfast. 
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PHILIPS LAMPS LIMITED. CENTURY HOUSE. SHAFTESBURY AVENUE," LONDON, W,.C.2 
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Business Policy 


Factory Dispersal gives More Democratic Management 
Business. .Mustn't Kid Itself — . " D 9 

-By Max Rittenberg. | | 
Management in War-Time 
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Where Do You Find the Kone War-Time Executives? l : 
. Trend of Trade. "oe iat. “Ting. Cii Soe, en 
By Cecil Chisholm, M.A. LE p EM 2 
um AE ME m ER a o mE Í E WRITE FOR CATALOGUE 


Industrial M: | : 
Six New Ways to Step-up Output and Ease Absenteeism bos 






















(0 What the Workers REALLY Think... .. ..  .. 3| KT TORREeB Ie 
Full Progress. Control Within 20 Minutes of Completion of B BIRMINGHAM. 24 

gio’ eb. = | Lx once Xung und xc iM dS 

eso By C. H. ‘Nisbet, ee E De | 

Dr TRE Progress Manager, Park Royal Coachworks, Ltd 























9 
16 
19 
28 
w a and Offiee a, L 22 
ese are ie Economics with Fluorescent. Lighting 24 
Points for the Canteen Manager ! 26 
By C. E.M. Liddte, MM 
ES | Canteen Manageress, Mather.c Platt, Ltd. 
Beat ing the Noise Bogey | " : ae wk. 29 














Methods to Step-up Engineering Output — ... — .. 30 
By S. G. P. de Lange, M.Inst.W. and E 
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BRANDT WAGES MACHINE will cx 
out unnecessary Time and Labour. 
ASK FOR pt DEMONSTRATION, 




















Central 9891. 


„ondon, ECA E 
| cea iow free. in he oe 


15/- 
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By installing EVERTAUT Steel Works 
Seating you putan end to lost produc- 
tion through weariness. Output im- 


One Machine dogs the work of Two ejas dece ad Oe 


Continuous Form Billing in addition to regular typing .  . scientifically designed to give correct 
i spinal support and eliminate fatigue and 





They are comfortable 










Your typewriter actually does the work of two machines strain. 

when used with "Fanfold" Continuous Form Adapter, - and sturdily buit to give 

heeause the many time and money-saving methods of the many years of satisfactory - 

 Üontinnous Form. Billing Machine are added to ali the ! service. 

advantages of regular typing. . Send to-day far T ite Work 
T : ERTAUT Steel Works 

"Fantold'" Continuous Forms typed over our Attachment l dealing iin tbi— 





79. 





eflect savings in Billing time and costs, ranging from 1 
io 78%, without affecting the operation of the typew riter 
‘for regular correspondence and other purposes. 







." “Fantold’? Adapter places no strain whatever upon the 
^oiypewriter carriage; because of the very simplicity of con- 
struction and operation there is nothing to get out of 


| MESS | ien J.B. Boeke & es. Ltd. 


STEEL WORKS SEATING 








TA^DÉ MARCUS 


NORTH CIRCULAR ROAD, LONDON, N.W.2 


GLAdstone 5477 (3 lines) 





Telephone : 
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Profitable All-the-Year-Rou nd Pu b- 
licity y at a Low Cost per Prospect 


The restrictions which paper 
rat ming has imposed on all forms 
advertising make the “System” 
E "Calendar a more valuable; - 
fective and economical publicity 
vice and goodwill builder Aa 
ever before. 


Plan Your 1942 Publicity NOW 


= ss Your name or advertisement you send it. Once a business .. 
— SS T = s SSS can be specially overprinted on man uses the Desk Calendar he 
= SS ~~ as 2 each of the Daily Sheets of goes on using it year after year. 
ESSEN 7 G0 A the "System" Desk Calendar It reminds him of engagements, . 
so that it will be seen every things to- be done; saves his 
zb T A N N 0 C R 9 p : hour of every day of the year time and memory, and. enables 
NS "a by “all. of your customers or him better to. concentrate on 
Jute vikiow FL AT- TOP SUSPENDED Fi LING yu customers to whom important tasks. | l 


And yet the cost is remarkably small in 
comparison with the benefits that it 
gives you and the goodwill it creates. 


Without Obligation Post This Coupon Now. r A 


( SEGATE ps PUES 
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! onem and most up- -to-date filing system 
r developed. Folder location reduced to 
jest terms by eye-compelling coloured 
ph lines on flat top folders. Sequence 
rved in correct order. ^Misfiling vir- 
ly impossible—a misplaced folder breaks 


graph lines, — 


equipment. of every kind such as fili P es ra shank ë d d 
and supplies, visible record systems ane ah airy i To SHAW PUBLISHING Co., Ltd., 



















For Particulars and Quotations 


eres vim sina ts sci 
















viddress eee eK AR ee a kimea bam-hkdet3 Ye tex Sheen eee eS 
EB, Ost. * $7. 


er system is the always B i 
tor d reste at our showrooms toy fle, gives finger ! 6, Carmelite Street, London, E.C.A. d p . 
SC Sel touch control, keeps A Without incurring any obligation I would like to have La 

on XD i poc documents. ín perfect) | your quotation for ............... System Desk Calendars I 
SLR EELE condition. No tugging, 1 for advertising purposes throughout 1942. uo. 
no dide d no tearíng. a xv | K —— S 
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Waxcralt z^ 


The back of the carbon paper is Therefore each carbon lasts longer 
2 with a special preparation which 2, gives a SHARPER IMPRESSION to 
gives it a GLOSSY WAXED SURFACE. the very end. 


This DOUBLES THE STRENGTH of 


@ Waxcraft Carbon paper has a non- 
ae ap TREES on Gane an smudging surface, It WILL NOT RUB 
ordinary carbon papers. OFF on to your fingers, nor will the 


carbon copy itself smudge. 
It enables A MUCH HEAVIER 


COATING to be placed on the front of © COSTS NO MORE than ordinary 
the sheet. good quality typewriter carbon 


FREE SAMPLES AND DETAILS FROM 


STANDARD OFFICE SUPPLIES CO. 


57 FARRINGDON ROAD, LONDON, E.C. 


‘Phone : CHAncery 5561 (4 lines) 





Your Index to BUSINESS EQUIPMENT, SERVICES AND SUPPLIES 
which can be obtained through the Announcements in the 
Advertisement Pages in this Issue 


PAGE PAGE PAGK PAGE 
ADVERTISING AGENTS CYCLE PARKS NOISE PREVENTION STEEL CHAIRS 
Gibhons, J. J. Ltd. i2 Constructors Ltd, "t Burgess Products Co, Ltd. Evertaut Limited " «a 4 
goi ds PRECAUTIONS DICTATING MACHINES aver ^ Wesce QUAM APO Sy du 
I 
Air rnt Equipment Dictaphone Co, Ltd... .. 3 . OFFICE EQUIPMENT & SUPPLIES TELEPHONES & ACCESSORIES 
service "E apa tae. BS DUPLICATING MACHINES Constructors L td. Tr o Dict ier ph Felep ones Ltd m 
Constructors Ltd, "- —— Ellams. Daplicator Co. Ltd. ... 29 Shannon Ltd, " 4.4 
: 1 e. Gledhill-Brook Time Recorders 
Bradford Dy ers Association Great Me tropolita an Flooring Tra inex I id a Ltd Cover it. 
Ltd, ane eve NES v» va Co. Lid. 4 al "TT, x > 
* 1 4 Ir es 00 international Time Recording E 
AUTOGRAPHIC REGISTERS HEATING PENCILS —Ó— "A EE 
^€ i Marneta Time í L4 LO» 
Carter-Davis Ltd. zn e. 6 Stent Precast Concrete Ltd... 23 Venus Pencil Co. i sé QU | : 
Fanfold Ltd. T" ^N. « ^4 
LUGHTIN TYPEWRITERS & ACCESSORIES 
BUSINESS BOOKS des PRINTERS Standard Ofüce Supolies Co. & 
Pitm: si ; ; Philips Lamps Ltd. .. oe 2 Wilkes, James Ltd Cover ii. mes Ust 
TR Sir Isanc & Sons A: Siemens Elect ric Lamps & , Iavlor's Typewriter Co. Ltd. 
td, A ine de s. a Supplies Ltd. = hs o 95 ROE v8 Cover iv. 
D ION CONTROL 
COIN COUNTING MACHINES LOOSE LEAF LEDGERS & MACHINE VISIBLE INDEX 
International Coin Counting SYSTEMS Block & Anderson Ltd. .. 31 Copeland-Chatterson Co. Ltd 
Machine Co. Ltd. Cover ii. sat z » Cover i, 25 
Jones, Perey (Twinlock) Ltd. 95 ) on 
CONTINUOUS STATIONERY Kalamazoo (Sales) Ltd, TE SOUND EQUIPMENT vir zn 9 
— p MACHINE ACCOUNTING EQUIP- Dictograph Telephones Ltd. eve 2 
Carter-Davis Ltd, ve "» 6 MENT WAGE PAYING MACHINE 
Fanfold Ltd. mee one es 4 Copeland-Chatterson Co, Ltd, STATIONERY Brandt Automatic Cashier Co 
Wilkes, James Ltd. Cover ii. Cover i., 25 Wilkes, James Ltd. Cover ii. Ltd, I3 
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hs LUTTE 788888 88888 


| PH find Mr. Brown at once— 
| we've got “ DICTO-CALL " 
a 


LOUD SPEAKERS’ 






How often do you waste much Valuable |, no matter where you may be you can be 
time through being tied to a desk waiting | instantly found. This is but one of the 
for an expected telephone call or other | many real and practical adv antages of a 


summons to attend to some urgent matter ? System including Music and Radio Broad- 
With the * Dicto- Call* System of Loud- Casts, Roof- -Spotter Control, Instant Loca- 


speaker Control and Staff Location, vou tion of ‘Key’ A.R.P. Men, etc 
can pass with an easy mind from department | ©@ Full information, estimate of cost or rental 
to department, knowing all the time that | terms, and demonstration on request. 


Q Under present conditions ve can only cater for those firms engaged on Government work. 


DICTOGRAPH SOUND INSTALLATIONS * ABBEY HOUSE: WESTMINSTER 


Branches at GLASGOW, BIRMINGHAM, MANCHESTER, LEEDS, NEWCASTLE, BRISTOL, CARDIFF and DUBLIN. ABBEY 5572 (3 lines ) 
PYYVYEVVYUW WWW Aw 78 A ZA A ZA rrarrrnrnrArAAnAAAAARAALB AMAA: P- —-  — —À oo ooo M 
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PRIMUS BILLING 


os in plain 















PRIMUS 


CONTINUOUS STATIONERY 


Wartime difficulties of depleted staffs often-handling double the 
work, call for specially careful consideration of any method 
which will cut down the time spent on such unproductive ~but 
essential jobs as invoicing, daybook recording, works orders 
and inter-house records, Nearly every business has to face up 
to this problem, and a large number of progressive organisations 
have solved it with the PRIMUS plan. May we send you 
further information? 


CARTER-DAVIS LTD 





QUEEN ELIZABETH STREET, LONDON, S.E. 1 


Telephone - - -------- HOP 0204-5.6 





USUAL LOOSE FORM BILLING 


Gali — 
CAN YOU AFFORD TO HAVE 
YOUR STAFF DEVOTING 


> 


Continuous Stationery is 
the greatest office time saver since 
the invention of the typewriter., It 
enables EACH typist to do her 
work 30%, quicker, with less effort 
because it, entirely eliminates the 
continual time-wasting delays of 
extracting, inserting, aligning and in- 
terleaving separate stationery forms: 


Primus 


PRIMUS 
AUTOGRAPHIC REGISTER 


Yet another aid to efficiency in your organisation! For 
HANDWRITTEN RECORDS, the Primus Register used 
in conjunction with Continuous Stationery ensures the 
same speedy, smooth operation, 

while a copy automatically locked 
in the machine provid:s 
your auditor with a 
check on each 
transaction, 






















HANDIER 
TO RECORD 
BY HAND 










HE war has brought about many 





the policy of dispersal of factories, 
| ced primarily as a precaution 

t production. upheaval owing to 

ir raid damage. 

s Dispersal has many sound points 

against it. It inevitably involves more 

paper work and a great extension in 





















ber of advantages which could not 





duced, 
: arguments against dispersal: 





aircraft 
developed this 


PS ft .Production, Britain's 
Manufacturers . have 


















e of industry. 
c6 public: safety prevent us from dis- 
: closing. full facts and figures, Business 
has been granted special facilities by 

the Ministry of Aircraft. Production 






<- for ascertaining the inner working and 


 . merits of this de- centralisation policy. 


at Aerodromes 






^ Ministry - officials selected 
| E the what em considered - to ) Be 


en "re they have opel. can be 
pied in many ways by 







> tion through the severest blitz. 
s When the aircraft industry bégan to 
"exparid three or four years before the 
















of this particular firm was concen- 







saree #5 E S, etc. were 
: produced. At the aerodrome 
engines were made. 
-example of dispersal had been the 


result of the steady growth of the firm 


FUEL S 


ther . 


atisfactorilv. for many years. 
imitation on expansion in one place by 





the acquisition of the second ‘drome, 
With its accompanying: factory space. 


Worker 


» With the big step- up in spend pro- 
duction which came with the building 
Of a greater R.A.F., the factories of 
: this. company were extended to their 
: imits. Bat. even then they were not 


to the 












‘transport. But the successful operation 
* OF de-centralised factories since the. 
outbreak of war has brought to light a 


oreseen when the policy was intro- 
and which, in fact, outweigh. the 


for 


7 At one of 
This. elementary 


“since 1919: and had worked Out very. 
The. 


. More Democratic 
volutionary. changes in industry. 
ut none have been so great as 


e 


Spurred on by the Ministry of Air. 


~ policy more extensively than any other M 
t While requirements - 


drome. 


Faced with production. upheavals as the 
results. of enemy air raids, the M 
| Aircraft Production introduced a wide pol; 


of. factory dispersal. 
Investigator gives 


addtional premises 
One of the great 


big enough: So, 
had to be. sought. 


handicaps of expansion had proved to 
be the lack of labour 
around the main factory. 


in the area 


. With the acquisition of new. premises 


it was decided to take the job to the ` 
workers, 
further the labour problem by extend- 


rather than complicate © still 
ing the factory near the main aero- 


were taken close to neighbburing big 


towns, where.it was considered that an 


New Factories Could Not be Built E 


oth er. E * 
; industries who seek to find means oken 
guaranteeing the continuity of produc=.. 


outbreak of war the whole production 


the size of one aerodrome had led to - 


Dispersal Means that Job is Taken | 


adequate sourcé of labour could be 
eps to cope with. any future develop- 


| Six ‘Ravenel of | 
Factory Dispersal 





Production can continue | 
7 _Uainienupted in spie of 
“blitzes.” . 


| New Factories can be 
zt established. near to large ; 
sources of labour. | 


Workers on long shifts do 
not have tiring iia 
to and from work. 


‘Absenteeism is reduced 


by Number 3. 


§ Workers in small facto ries- 

. have greater “ team 

spirit" than. those in 
large works. e 








By grouping sub. factories 
on same production, one 
executive can control 

- whole production. unit. 


an 
advantages which. this policy ket provided > l 
many of them unforeseen when it was started 


shops and permitting these to € 
Accordingly; the new factories 


together : 
raw mate 


convenient place 


group of facesti maki 


emptied, be used to take the f 



















Here a BUSI 







ments. 
OT SIX pu from. e parent" ' 
while others were as much as fif 
miles away, 

Immediately the firm began to expan 
beyond its original limits the transpot 
problem became a very serious ma 
But by ee ng the policy of divi 
the whole factory into ifs mary 
















































as they were required, throw 
tentacles which kept the expanc 
more or less“as a unit, although a 
it might consist of several in 
factories, mich .of the tr: 
difficulties were Hited. 


How 


Excessiv e T ransport d 
Overcome 


Thus, where one shop has to di 
itself into perhaps seven. of 
sections they all remain close 
and. un er the Super ^ 
the. same exec 
was a single. 


ina Central s 
away- from oth rdi 
- for all the ind 
factories to draw on without cau 
extensive transport arrangements 
the careful planning by the execu 
responsible for production HE 
ie up ü 
shop, the flow of raw material E 
factories can be adjusted to y 
immediate requirements of éd 
And the same lorries used for 
haulage of raw material can, 






















products of the factory to the c 
assembly shops or to any factory as” 
production programme demands, 
this way, transport is reduced . ti 
minimum. and very rarely does a 
have to make an “empty” jot urney 
By permitting control of proc 
in one shop. group to be i in the: 
a single executive, ee e is] 





















"e 




















. «Each shop group bec 


equivalent to a sub-contractor supply- 
ing certain goods or parts. but not 
wing extensive supervision by the 
tors of the principal company. 












Dispersed Factories Should be 
“Within 4 to 5 Miles Radius 







"This does not mean, of course, that 
re is any slackness in executive 
ontrol But thc policy gives a broad 
emocratic structure to the company, 
her than the autocratic one that 1s 
ble to be built up when a firm rapidly 
xpands far beyond its original bounds, 
d has been proved to keep production 
t the peak demanded of the. British 
raft industry at the present time. 

er the past two years it has been 
ind that production flows most easily 
hen the dispersed factory is situated 
4thin a radius of about five miles ot 
parent factory. This enables the 





























































arative even runs between the various 
ctories, which was quite impossible 
jen some factories were fifteen miles 
r more from the centre while others 


Another Important Advantage 

: Another strong point in. favour of 
this somewhat narrow grouping is that 
jt. permits the easy transfer of labour 
from one factory to another without 
imposing arduous cross-country 
journeys of many miles, if there is a 
sudden call “for: éxtra help at any 
articular factory. í | 
Happy labour conditions are a very 
important consideration in the eyes of 
this company. As a result of their 
policy of taking the job to the worker 
rather than making the worker under- 
take lengthy country journeys to and 
ro ón top of long hours in the factory, 


figures for preventable absenteeism 
down to a rate which should be the 
‘envy of most firms in the country. 


Supervision Simplifies 


Democratic 
Control 


Small factories, they have found, 
spirit much more easily than would be 


force in a vast factory. In their efforts 
to maintain this "team spirit" they have 
sought wherever possible to keep 
ogether workers who. were employed 
by various firms, now regarded as "non- 
essential,”- who have closed or the 
duration of the warp 7o “or. 


















ere a séparate producing unit, Almost _ 


ransport department to make com- 
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'This chart gives in outline the main links in this 

























dispersal scheme. To . 


ere only three or four miles from it.” 


simplify it, only three units are given, each with three sub-factories. In . 
actual fact, the number of groups greatly exceeds three, while each group . 
may contain up to a dozen sub-factories. Only the departments inside the 
dotted lines are located at the headquarters of the company * 





Jappier Labour. Conditions Are | 


they have managed to bring their 


tend to: foster the growth of the team. 


possible with a large unwieldly labour - 


This permits the management to retain 
a broad clear vision of the firm's 
activities, , unhampered by day-by-day 
routine matters. 


In future issues of Business it is 


hoped that we shall be permitted to 
publish more detailed articles showing 
the simplified office control scheme 
which has been adopted to minimise the 
vast volume of paper work which 
became necessary in the early days of 
dispersal, but which has now been 
reduced to more reasonable limits. The 


experience of this particular firm shows ——— 
that except for the work involved in : 
checking. transport deliveries. and ^ 
collections, there is little need for more. 
intricate paper work than when all 
shops are located under. one root. | 
Provided à “team spirit" is maintained, — 
both among the lower grade employees |. 






and supervisory executives alike, it has v = 
been proved that dispersal can bring | 


many advantages to industry which go ` 
far to solve the problems of war-time 
production. | o | 





. Overdue Accounts cut 
o to 0°, 


20", 


, T the outbreak of war, a well-known 
food manufacturing company was 
allowing all. its customers a 28-days 
period of credit. Since collections of 
discounts was left to the company’s 
sales representatives, who made 





monthly calls on all these customers, . 
it often meant that a retailer would not W# 
be asked for payment until at least Oo 


35 days had elapsed after delivery of 
the goods. ^ — | SE LM 

At this time, the company had 
approximately 16,000 open accounts on 


its books. But, the average number of 


customers who failed to make their 


is payments at the end of the normal 
—period. of credit represented approxi- 
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ved mately 20 per cent. of the total number 
Hy of accounts. With the new conditions 
int resulting from the war its was decided 
-.:to introduce some system which would 


this 20 per cent. to a more reason- 
pure 0 2 TE | 

















The idea that was event 
was extremely. simp : 
had been the c 
to leave the 1 
its salesmen. “Ac 
decided to offer a- 
guinea per me 

















incentive proved in. iat the 
figures for September this year have 
dropped to .5 per cent of the total  — 
incidentally, have how risen to over , . 
17,000. And this in spite of the fact |. 
that quite a considerable number of. | 








the company's customers have suffered. - » 


complete or partial loss of their shops 
and  stock-in-trade through enemy 
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Business Mustn’t Kid Itself 


Max Rittenberg, expert marketing man, tells us what he thinks 





LÍ using this title I had in mind the 
numbers of business men who are 

still wishfully thinking that after the 
war, we are going back to much the 
same old competitive business, much 
the same “no limit to profits," much the 
same free-for-all in publicity and 
selling methods. 

At the present moment we ordinary 
people are like straws in the hurricane, 
like chips in the torrent. But the 
business men I am thinking of seem 
to believe that after the war the torrent 
will reverse, will turn up-river, will 
land them back into the quiet waters 
and familiar pools they enjoyed pre- 
war. 


Is Nationalisation of Industries 
Coming ? 


On the contrary, I affirm that. we 
shall be carried down to a new country 
where the geography is vastly different 
from the upland meadows we used to 
know. 

I believe we must look to a new era 
after this world-war—an era totally 
different from anything we have 
hitherto known in commerce. We shall 
be a nation victorious, but totally 
stripped of our former possessions and 
credits in American dollars and 
American shares; denuded of funds in 
the South American countries and 
others of the neutral nations. 

We shall no longer be in our former 
lucrative position of the world’s 
banker and money-lender. We shall 
have to reconcile ourselves, for many 
years to come, with a standard of 
living and luxury far below what we 
thought was normal in 1938 and during 
the first half of 1939. 
| believe that this post-war era will 
a fime of far greater Government 
Industry. I sec a nationali- 
industries beyond the 

kh we had become 
jor transport 
and the 








will happen to industry after the war. Government control of all 


aspects is forecast by him 


materials, such as steel and aluminium 
and timber and leather, which are 
accepted to-day as war-time necessities, 
will have to persist after the war in 
some directions while we are building 
up our national capital afresh—and 
also to ensure a fairer distribution to 
all classes than we knew before the 
war, 

Now, what will it mean for adver- 
tising and for business in general? 

It will mean, first and foremost, a 
big. reduction of those competitive 
advertising and selling methods, inside 
the British Isles, which we took for 
granted befére the war. 

Those of you who are manufacturers 
know, even more closely than I do, how 
the trade buyers and the public have 
queued up to take anything reasonable 
that you have to sell. So long as, any 
form of Government control and 
rationing persists, that must and will 
continue. 

Betore the war there was a-great-cry- 
out all over the world about “Over Pro- 
duction” of manufactured goods. Take 
razor blades as an instance. So many 
razor blades were. produced that adver- 
tising men had to be called in to invent 
new selling angles for them. 

jut to-day, as you very well know, 
“Over Production” of razor blades in 
this country has completely disappeared. 
The difficulty is to buy as many as 
you and | need for ordinary shaving 
purposes. 


Common-sense of Rationing Raw 
Materials Has Been Proved 


So, isn’t it clear that the real 
economic answer to “Over Production” 
of manufactured goods is to ration raw 
materials to manufacturers? So-many 
razor blades will be needed approx. for 
so-many inhabitants of these islands. 
That means so many tons of steel. Why 
let the manufacturers have too much 
steel and make too many razor blades 
for home consumption? 

I see the Government of the post- 
war era teling manuíacturers and 
traders of all kinds: "We want vou 
to sell for export, rather than for home 
consumption—so that national capital 
can be built up afresh. Therefore, con- 
centrate your advertising and your 
selling on the markets of the world 
instead of the markets of Britain. Our 
Government control will encourage the 
one and discourage the other." 

In the second place, consider the 
large numbers of new factories 
erected for Government war purposes— 
and all the millions of men and women 
now working in them. Are all these 
factories to be left derelict at the end 
of the war? Are all these munition 


workers to be sacked? And the demo- 
bilised soldiers too? Are we to repeat 
the tragedy of 1919 and the years 
thereafter, when millions of men were 
thrown loose on to the labour market 
to fight amongst themselves for jobs 
and homes? 

No! Surely. it will be imperative for 
the Government of that future day to 
continue to keep those works going— 
to use some of them for the recon- 
struction and repair work of this 
country and to turn over others to the 
production of goods useful for export 
trade, 


Plans for Control of Post-war 
Man-Power Already In Hand 


In fact, one member of the Cabinet, 
Mr. Arthur Greenwood has already 
been entrusted with the preparation 
of plans for using man-power and 
women-power after the war, 

In brief, I see the Government as.an 
employer of labour on a scale far 
greater than anything we knew before 
the war. And this will become a factor 
i1 commerce which will change the 
essential conditions of industry as we 
knew it. 

I see also a big migration from the 
ritish Isles to the vast lands of 
Canada, Australia and New Zealand, 
South Africa and Rhodesia—and also 
perhaps for the development of tropical 
lands under the British Flag. 

This too would bring about profound 
changes in the structure of home com- 
merce. 

Let's consider also the question of 
business profits as they used to be. 
Before the war there was no limit to 
business profits apart from the income 
tax on them. Now every working 
partner or working director of a 
business 1s restricted, as you know, to 
a definite salary—and the rest goes to 
maintain the joint national effort in the 
form of E.P.T. 


Return of Unlimited Individual 
Profits Unlikely 


You know what it means, In a 
moderate-sized family business, the 
limit for the working director is £1,500, 
and after income tax has been deduc- 
ted, the maximum wage of a highly 
specialised manager of a family busi 
ness is about £800 a year. 

Are we to assume that, after the 
war, E.P.T. will vanish and we shall 
be back again to an era of unlimited 
individual profits ? 

[ think not. I feel very definitely 
that much of this restriction will have 
to be continued for long time in 
England-to-be in order to rebuild the 
national capital. 
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VERY production man has seen the 
change of attitude in shop stewards 
since Russia came into the war. More 
particularly since the conferences of 
shop stewards in Greater London and 
Shop stewards who 
formerly went to the management only 
with complaints and scowls are now 
bringing constructive suggestions for 
increasing output. Probably such co- 
operation from the workers has rarely 
been known in this country since the 
days of Queen Victoria. 
Are managements making the most 


of this new opportunity? Some of 
them certainly are; others equally 
certainly are not. 

Blame supply and the delay in 


Ministers’ instructions, blame shortages 
in materials, blame delays and discrep- 
ancies ın departmental instructions as 
much as you like, the cause of many a 
delay still lies with the management. 
The weak spot in many of the aircraft 
factories in particular is the progress 
work. There is a very cate reason 
for this. Many of the executives in the 
new factories are untrained in mass 
production methods. They were not 
familiarised with gaunt charts and 
other routine progress control equip- 
ment, let alone methods, in their youth. 
As a result they simply do not know 
how to avoid minor shortages in 
materials, parts and accessories, either 
at the bench or on assembly. 


EFFICIENT PROGRESS 
SYSTEM IS THE KEY 


AN 


HERE is only one solution to this 

problem. Some directors are shying 
at it. This is because it involves so 
much re-organisation work and under 
the continued cry for output we must 
sympathise with them. Yet no factory 
ón anything so complicated as tanks or 


“aircraft work will ever avoid endless 
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delays without a complete modern 
progress system, backed by the right 
equipment in the shops, in the stores 


and throughout the factory. 
Last month we published one 
excellent and very simple progress 


This month we show 
succeeding issue of 
Business will contain at least one 
progress plan. Any reader who feels 
he has got something better in practice, 
will be doing a service in sending us 
an outline of the plan. We can very 
quickly assess w hether it is worth while 
for us to go into the scheme in detail. 
One of our editors would be glad to 
visit the plant and study the system in 
action. 


control system. 
another. Every 


WOMEN ARE DOING TIME 
STUDY WORK NOW 


NE of the great troubles in setting 
piece rates for big new jobs is the 
lack of skilled people to do the time 
and motion study work. One enter- 
prising firm in the north has taken a 
bold step. It has asked a well-known 
time study expert to spend considerable 
time on its premises teaching six 
women to do time study work. Of the 
wonren selected, two are University 
graduates and four are women with 
practical experience of factory work, 
| feel unusually confident of the 
success of this experiment. First, 
because of the patience, attention to 
detail and accuracy required are just 
what women possess. Secondly, a 
woman will make her studies more un- 
obtrusively and tactfully than many 
men. 


TEACHING YOUNG 
EXECUTIVES TO THINK 


ARDEST task of directors to-day 

is securing efficient management 
from young, half-trained or- untrained 
executives. He gives. the wrong 





decision more often than the right— 
simply from lack of experience. Few 
senior executives have the time to give 
the necessary training and judgment 
required. To-day new men must think 
out and submit new schemes for 
entirely new jobs on their own judg- 
ment. I found a useful test for the 
new scheme in' an. American book The 


Art of Practical. Thinking, by Richard 


Well, Jnr., just published here by 
Jarrolds. This is the basis of the test : 
What is 'your objective—that 1s, 


what are you trying to accomplish? 

What people are available to do the 
accomplishing—that is, what is your 
situation with regard to personnel? 

How do these people fit into the 
total operation and what are their 
duties—that is, what is your organi- 
sation chart? 

What is the description of the 
phy sical plant with which.the operation 
is to be executed? 


What are your financial resources? 


THEY GET A KICK OUT OF 
THE BOSS'S PRESENCE 
ORE 


two 
Labour. a 


LI co-operation between the 

sides, of Capital and 
franker discussion on the 
real situation, and an explanation to 
the men that they are really working 
for the State and not for their employ- 
ers would solve many problems." Thus 
says Trevor Evans, industrial corres- 
pondent of the Daily Express in his 
new book “Strange Fighters, We 
British" . (London: Robert Hale, 
3s. 6d.). 

Evans tells this true story as an 
example: One Wednesday might last 
February a ship owner went down to 
the docks, ran up the gangway of one 
of his ships and went down the ladder 
into one of the holds where men were 
working under tarpaulins. The gang 
went on at a normal pace, although 
they recognised their visitor. “Dockers 
are  sturdily independent in such 
circumstances," comments Evans. 

"Dll tell vou chaps what," called the 
shipowner. “I'll bet you fifty pounds 
to a blackbeetle you won't clear this 
hold by midnight on Friday." 

The. spokesman for the fourteen men 
laconically answered, “Done” 
hold was cleared by seveg 
Twenty minutes la 
paid his bet 
local to have 

"Now | 
charge," 
system we 
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'Time Executives? 


The biggest problem in business 
to-day is finding the right men to 
fill vacant executive chairs. Here 
are many incidents showing the 
methods used by leading firms 
to help men to assume greater 
responsibility 


HE rapid changes in industries to 

meet war-time expansion and the 

loss of executive staff to the Forces 
and to firms on vital war production, 
has produced a tremendous demand for 
new executives. 

The men who fill the new posts must 
be found very largely from within an 
organisation and must have had 
efficient training if they are to make a 
good showing in their new posts. 

How is industry able to find such 
men in the large numbers needed 
to supply the demand? If such men 
exist, why. did they not come to the 
top before? Or are many of them 
misfits who are able to disguise their 
lack of qualifications only by the speed 
at which war-time industry must 

roceed? 

So important does Business con- 
sider these questions, that the Edjtors 
decided to make a close investigation 
oi the qualifications demanded of 
newly appointed managers and other 
budding executives in a number of 
leading industrial concerns. 


War Conditions Impose A Heavy 
Strain on New Executives 


War-time conditions have imposed 
many new duties on executives. To be 
able to cope with these, men who have 
been thoroughly trained for their posts, 
must often rely on their own common 
sense and initiative rather than on the 
detailed training they have had. Not 
the least of these new worries is that 
provided by new staff, often untrained 
and completely. unprepared for modern 
industrial life as well as lacking that 
team spirit which is imperative for 
successful conduct of any business. 

Other problems arise from the vast 
changes which have been necessitated 
by war-time rearrangements of pro- 
duction needs. New systems must be 
devised to ensure regular supplies of 
raw materials and to permit production 
schedules to be maintained despite 


changes in hours and working cón- 


ditions. All these problems impose a 
heavy strain on a man new to executive 


duties. It is therefore essential that a 
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man selected for the post must be the 
best available. 

From our study of the experience of 
men who have reached executive 
positions in the past two years it 
appears that they may be divided into 
three classifications : 


Where New 


Executives Come 


From 


The first and largest group includes 
executives who began in minor 
positions with their present companies 
and gradually worked up through many 
different departments before the war 
gave them their opportunity of reaching 
executive rank. 

The next largest classification 
includes men who started with their 
present companies when those concerns 
were small with little or no sharp 
division between duties. They have 
grown with their companies, doing all 
manner of work and acquiring broad 
experience as the company reached the 
stage where it needed executives to 
take charge of the various departments 
which had to be organised. 

The third group includes. men who 
have made a reputation with some 
other company and were engaged for 
their present jobs on that reputation. 

The following examples will show 
the type of man who is successfully 
filling an important job to-day. It is 
dificult to write an exact prescription 
since the requirements of every 
industry are different, and even. vary 


between firms in the same type of 
business. 
Executives Cannot Be 
Mass-Produced 


Every business has its own pecti- 
liarities. Some businesses are essentially 
production industries, where production 
technique and methods are the chief 
determining factor in a company's 
success, Other businesses are commonly 
looked upon as “selling” concerns, 
where the sales problem is the upper- 
most problem in its success. Because 
no one would dare 


to lay down hard and fast rules about a> 
the ideal experience and qualifications” 39 
[n one type of busi- ~ 8 
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for an executive: 


ness, a sales expert might. be the ideal | 
man for a high executive-post, while mit 


another that same man would be utterly 
the wrong man for a manager's chair. 


The present general manager of a 3 


highly successful machine tool company 
is now training his successor. This 
new man has been in every department 
of the business, at home as well as 
overseas. He has served the planning, 
production and dispatch departments as 
part of his training for his new post. 

The man originally joined the staff 
as a clerk, when the firm consisted of 
less than a dozen employees. He knew 
a little about accountancy and. con- 
trolled that side of the business in its 
early days. As the business expanded, 
he became first purchasing manager and 
later office manager. He supervised the 
building of the first factory building 
and later three additional buildings. He 
has. an- intimate acquaintance © with 
every detail of operation, as well as 
every departmental duty and operation. 
He. has seen the business grow and 
duties divided. 


A Good Manager Must See Far 
Beyond His Own Job 


There is a strong current of thinking 
in business that a general manager or 
high executive must have a background 
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rich in experience of many phases of 9 


the business. One general manager told 
Bustness that he visualised that- the 
job of an executive "is to see thata 
profit policy is put into effect 
followed by the entire organisation, He 
must assume responsibility for Cø- 
ordinating the work of his own départ- 
ment with that of every other depart- 


ment in the firm, so that they work ás 


a team towards the achievement of the 
policy of the management." T 

Another executive agrees with the 
above and amplifies it by considering 
that any departmental head must be 


a man of wide experience and haye - 


(Please turn to page 18) 
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Six Ways to . 


Abs 


HE nation-wide survey of the 
causes "and remedies of absen- 
teeism, which was conducted by 
Business and reported on last month, 
révealed that many firms in different 
industries have been able to ease absen- 
teeism and so step up output Dy offering 
various inducements to their workers 
to make regular attendance worth 
while. 

Many of these firms recognise that 
unpunctuality is itself a mild form of 
absenteeism and that any steps which 
go to solve this problem are, in turn, 
helping to strike at the bigger problem. 
Often a worker, who knows he will be 
penalised for lateness, will take the 
whole day off when he realises he may 
arrive late at his work. 


Overtime Paid Only After 47 
Hours Have Been Worked 


Thus, the manager of a well-known 
time-recorder manufacturing concern 
sent us the following report :— 

*Our managing director has hit on 
a novel way of helping the nation, and 
at the same time encouraging our 
workpeople to be early at their work. 
Twenty of the best time-cards are 
selected and drawn by way of lottery, 
the winner being given a National 
Savings certificate. This little event 
has had the effect of inducing our 
workpeople to be punctual." 

Another firm has struck right at the 
heart of the problem by revising com- 

letely the system on which overtime 
is paid. Instead of overtime being 
based on an eight-hour day, it has been 
revised to be paid on a 47-hour week, 
ie. no overtime is paid until 47 hours 
has been worked, then time and a third 
is paid for the next 8 hours (repre- 
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senting one day’s work and also a fair 
average of present overtime at this 
rate): after which, double time is paid 
for a maximum period of 18 hours. 
In practice, on a 12-hour day, less 
one hour for meal-times, a worker under 
this scheme begins earning double time 
on Saturday morning, as he has then 
worked 55 hours in all—47 at ordinary 
rate, and 8 hours at time and a third. 
This is already in excess of the national 





average working hours at present 
worked—he has therefore qualified 
himself to. earn double time for the 


next 18 hours, or 11 on Saturday, 
making a total of 66 hours in 6 days, 
with Saturday free. 

Certain adjustments have, of course, 
been made to meet stoppages, illness, 
etc., but these have been overcome quite 


.simply. When the 47-hour minimum 


is not reached because of stoppages for 
illness, every eighth hour can be 
accounted as overtime at time and a 
third. The application of this scheme 
to night work is on the following 
basis: The first 55 hours are worked 
at time and a third, as at present, and 
the sixth day 11 hours at double time. 


Bonus for Punctuality Paid on 
Sales Figures 


A very similar scheme is operated by 
another firm. This firm is working a 
59} hour week on day shifts and a 55 
hour week on night shifts. Here again 
overtime is paid only on the basis of 
weekly attendance. Where a worker 
fails to put in a full week without being 
able to offer a justifiable excuse for 
his absence, he has to sacrifice a corres- 
ponding part of his overtime to make 
up the deficit. In practice this has been 
found to reduce the proportion of 
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percentage. Coupled with this scheme, 
the firm also deprives persistent absen- ` 
tees of all overtime work—a “cure” 
for absenteeism which, it will be 
recalled, figured fourth on the list with 
over 13 per cent. of the total points 
awarded for remedies. 

In north-west London, an engineer- 
ing firm has introduced a scheme which 
entitles workers whose attendances are 
regular to share in a collective monthly 
production bonus, based on sales 
figures. These figures are posted up 
daily so that all employees may have 
the opportunity. of calculating the 
extent of the bonus. Where a worker 
persistently loses time, a proportionate 
amount of the bonus is deducted and is 
added to the amount to be distributed 
among those who complete full working 
hours. . 


Two Rates of Bonus for Punctual 
Attendance 


A somewhat similar bonus idea, but 
based solely on the workers' attendance, 
is in operation at the Birmingham 
works of an office equipment manu- 
facturer. This firm allows the usual 
two minutes for clocking in and also 
permits two half-hour periods daily 
for clocking-in to start work. 

Regulations of this type are, of 
course, very common, but, as an incen- 
tive to punctuality the firm offers a 
punctuality bonus calculated on the 
total actual wages earned, according to 
the hours clocked in for the week. This 
is paid by an added percentage as 
follows :— 

If full working week (now 49} hours) 
has been clocked in (ie. no time lost at 
all)... 4 per cent Bonus. 

If 48} hours have been clocked in 
(i.e, 1 hour lost out of the total hours 


for working week . , . 23 per cent. 
Bonus, 
Hours clocked in working week 


which total less than 483 do not qualify 
for any percentage of punctuality bonus. 


A Scheme to Cover Holidays 
Without Pay 


If worker's record is shown to be 
consistently good the exceptional case 
of loss of time (through unavoidable 
circumstances) although not paid for 
in wages may not have the effect of 
prejudicing qualification for punctuality 
bonus on actual wages earned. 

Another bonus scheme is operated by 
the same firm, this time to cover the 
days when the production shops are 
officially closed down for holidays. The 
bonus is calculated according to the 
length of time of continued service. 

Whether or not the works be closed 
down for official holidays the bonus 


is paid at the rate of 24 working days ~ | 


for Easter, one working day for Whit- 
sun, six working days for annual holi- 
day, and 24 working days for Christ- 
mas— a tota] of twelve working days 
at worker's rate for a full twelve 
months' unbroken service and for con- 
sistently keeping at work during that 
time. 
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j rE mentioned that piece work rates 
"were introduced during the first 
of. the Hawthorne experiments* 
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ee ee he. 'seeond experiment the 
additional wage incentive was retained. 

n.what was called the Second Relay 
ssembly Group, five experienced. relay 
assemblers were, chosen and placed 
‘together in the big work room. 
basis of payment was changed. exactly 


as in the first experiment. 



















‘ose as compared with the pre- 
age. After a test period of 
; the girls were put back on 
d. sy em of payment for a. period 
pproximately seven weeks. | 
."Under the new payment system out- 
put rose by 12.6 per cent; when that 
. incentive was removed it again fell to 
. under the previous average in the base 
D period. , 












Why the Second Experiment 
Failed 


The. variety. of work which one. 
)perator was called. upon to do was pro- 
ably responsible for this fal in the 
‘average output. 
This second experiment. seemed. to. 
suggest that the formation of a small 
< group for the setting of piece rates 









. of around 30 per cent, secured in the 
‘first Relay Assembly Test Room. 
Unfortunately, the second experiment 
_had-té-be stopped as the foreman found 
‘that the presence of a special group in 
his. i department annoyed the other 
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jT igexent and the Worker." By E. J. "Roeth- 

oro and William J,  Diekson. —i(Harvard 
Press, U.8.4.). Both the Management 
nd the Institute of Industrial Psychology 
py available for loan to members. Other- 
book must be obtained direct. from the 
ublishers, . Kd. 












oo give. a. greater incentive es 


The. 


fput of each operator idee 


was an important factor in an increase | 


Second Part of our Survey of the — 


Hawthorne | Experiments 


a Relations. 


an entirely new Conception of ; Employee E 


Relations. * 


File 


these 


Reference when Considering Your Own 


Labour Problems i in War-Ti ; 


d 


workers who felt that this group were 
receiving spécial consideration. 


The Mica. Splitting Test 
| » Room. | 


i a ihitd experiment, five. operators 


were again put aside in a separate 
room on mica splitting. 
hours, introduction of rest pauses and 


Reduction of 


finally a five-day, eight-hour week were 


all used for long test periods. 


These experiments were unfortun- 
ately conducted during the period when 


the financial crises of November 30th, 


1929, struck American industry. From 
mid- 1920 until the end of the experi- 
ments in the autumn of 1930, every 
worker felt that the job was in 
jeopardy. This upset the last 15 months 
of the test. The first ten months of it, 
however (August 27th, 1928 to June, 
1929) showed some “Surprising results. 


(a) Output fell steadily when the 
girls were moved into | the test 
room, 


(b) There was a. x moderate: but steady 
rise in the rate of output when 
rest pauses -were introduced. 

This rise was maintained until 
the crisis of 1929. 


(c) Again it was impossible to dis- 
cover the normal incidence of 
fatigue. 

The output of four operators 
out of five averaged for the most 
part within 2 per cent above or 

. below the mean. The output of 

only one operator showed the 
normal: incidence of fatigue. 
Blood | aid tests gave "the 
same. results. | 


The one fact that t stuck o out. ike | a 





These Experiments, Con- — 
ducted over Twelve Years, have led to- 


Important 


had. specially trained its foremen, 
superintendants, works managers and 
Others in the Company's routines, 
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sore thumb from all these experi 
ments’ was the apparent inadequacy of 
normal methods of supervision. 1 
should s say that the management s 
of all grades in the Western Electri 
is probably far above the average m 
the United States. Yet it was clear 
from each of these experiments, par- 
ticularly from the first, that few 
employees had a really happy relation- 
ship with their ient colleagues, 
with their foremen or-with the manage- : 
ment generally, | 




































Work 


Improved Conditions. 
Greater Interest 
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Yet for years the Western Electric 













During these experiments they hag 
attempted to organise a series. of dis» 
cussions among the supervisery ranks 
on morale. This series of conference: 
was a failure because no two fore 
superintendants ör: managers had 
same ideas about what made pec 
happy, or even about what made 
work, mer 

It was evident from the : 
Assembly Test Room results that. 
output of the operators rose inder 
of the conditions of wor 
Further, the girls lost much of th 
shyness or w hat the management cat 
to call ' ‘apprehension of authority, "NA 
English manager needs telling how pii 
valent this is with a certain type i 
worker living alongside the most 
independant and even truculent att 
among some of their mates. ` 

The girls: working in the test: 
experiment.talked more íreel 
loped an HRSA: interest 






































































foremen and superintendants. It became 
clear that some of the methods being 
employed by some of these officials 
were undesirable. We know that situ- 
ation only too well here also, 


Breaking Down the Barrier of 
Distrust 
Yet how were the facts to be 


obtained? How were the workers to be 
induced to state their case (a) without 
combining to act against the interests 
of the management (6) without trying 
to damage the position of their particu- 
lar superiors and (c) without trying to 
curry favour by representing a glowing 
account of the position. 

It was felt that the normal channels 
of the Welfare Department and the 
Employment Manager would searcely 
yield the results required. The barrier 
of distrust rarely disappears either in 
the Welfare Worker’s office or at the 
Employment Manager's desk, This is 
as true of Great Britain as of America. 


How 


the. Interviewing Scheme 


Was Worked Out 


So a series of “questions and 
answers" interviews was decided upon. 
The results of this were to be passed on 
to the departments responsible for con- 








- X. * 3 ! 
interv jewer was | jv a certain section 


of the factory to cover. He was to go 
first to the foreman in charge and make 
his presence known, He was to select 
his own interviewees, so as to avoid 
being presented only with the foreman's 
"problem children." 

The interviewer was to cover a wide 
range of questions. The employee was 
to be assured that the interview would 
bc kept strictly confidential. The inter- 
viewer was to give no advice as to 
what the worker should do. 

The employee was to be paid at his 
usual rate for the time taken up by the 
interview. 


by Interviewer 


This Scheme 


Control Upset 


At first the scheme looked like being 
& big success (September 1928), Many 
of the workers liked the management's 
recognition that their point of view 
was important. Others felt they could 
have a knock at a foreman they dis- 
liked. Some foremen probably quickly 
improved their methods of dealing with 


their people. Some employees were 
suspicious of the whole thing as a 
stunt. So were many of the managers 


and foremen. 
When the plan has been running for 
some time, it was discovered that the 





work; made friends of the other ditions. They were to investigate the interviewers were not getting the facts 
members of the group; visited one conditions complained about and to about the workers’ point of view. What 
another's homes, had their own parties correct them. Further, the data they were getting was, more or less, 
and theatre visits and worked as a collected from the interviews was to be a set series of answers to a set series 
team in the most unselfish and sporting given to managers, foremen and of questions, The interviewer con- 
way. superintendants for use in their dis- trolled the conversation; the worker 
They found that one main reason for cussions, followed his lead. 
this improvement in morale lay in the Ihe work of the interviewers was More important still, it was impos- 
P: workers’ dislike of the tactics of the arranged on fairly normal lines. Each sible to get any useful information 
7A 
E. 
» i 
at * al = r 
iy NUMBER OF COMMENTS ON EACH SUBJECT IN 10,300 INTERVIEWS TAKEN FROM 6,800 
a WF- - 
c MEN AND 3,500 WOMEN OPERATING BRANCH, 1929. 
ex. 2 
vra ' 
M" Total Men Women 
bs Number of Favour- Unfavour- Number of Favour- Unfavour- Number of Favour- Unfavour- 
Eos Subjects. Comments. able. able. Comments. able. able. Comments. able, able 
ri» 
od Promotion T ders e NE 1,428 607 816 1,240 508 732 183 99 s4 
p Output target T P e 2,093 111 1,382 567 154 413 1,526 557 269 
EV Club activities 3.333 2,054 379 1,513 1,274 239 1,820 1,680 140 
“2 Dirt ? 699 1,402 1,297 1,589 784 805 1,110 318 492 
e Fatizue 2.275 wl 1,311 1,011 447 564 1,204 517 747 
y Furniture: nnd fixtures 1,246 221 1,085 891 145 746 355 66 259 
+= Hours iA rae ori 4,285 2,012 9,973 2,097 057 1,140 2.188 1,055 1,133 
AISA Interest, in work ^ ... ue hes 1,968 1,550 115 ORI 905 78 987 » 945 2 
= Light ie is mt sae ane 2,598 909 1,689 1.707 613 1,154 R31 206 535 
LO Lockers 3,846 306 3,540 2.709 242 2 407 1,137 h4 1,073 
~~ Material 1,283 42 1,241 72s 23 705 555 19 536 
Ef Payment 11,808 4,057 6,816 7,402 2,972 4,920 3,911 2.015 1,5f 
Ec. Wages — .. 4,490 3,215 1,284 2,543 1,852 981 1,656 1,333 $23 
Oe Rate revision 1,767 296 1,541 1,236 137 1,009 531 89 442 
E Piecework rate ri 1,713 203 1,510 1,804 145 1,156 409 56 354 
Bu Piecework in general 1,225 102 1,123 850 55 792 375 44 331 
we Judgement A ine oe & 8,827 7,821 1,508 5,072 4,015 1,054 3,755 3,308 452 
E - Canteen SR E EET as 543 357 186 9ni 129 72 342 228 114 
wit. Safety and health 4,029 821 8,208 2,463 552 1,911 1,506 260 1,297 
c + Sanitation att 1,105 145 O60 005 120 485 500 25 475 
Dui Smoke and fumes 1,118 51 1,064 733 SN 703 385 24 361 
>; Supervision "s 4,005 1,865 2,737 2,922 1,116 1,506 1,653 752 931 
€ ^ Savings aM es 5,809 5,504 805 3,151 3,000 Ist 2.628 2,504 124 
BA; Tools and machines 1,584 208 1,281 1,286 258 1,025 298 45 253 
CIE Holidays ae be Se Aa 3,723 8,500 173 2,167 2,055 112 1,556 1,495 61 
p a .« Ue. 2,061 1,037 1,524 1,602 626 976 959 411 545 
DE Wushroonms 2,352 308 2,044 1,374 222 1,152 978 n sw 
722 d Welfare 2,121 1,7 322 1,249 1,030 219 872 769 103 
SNES ; General e ade - eve 135 118 17 05 51 15 69 67 2 
fi ; Beret plans... aes 1,383 1,302 sl 847 700 57 536 512 24 
ze Employment ite MC: 262 142 120 123 44 79 139 98 41 
Ec, "Service (continuous ) ses - 135 54 5] NS 35 4^ 52 19 33 
ei Puhlications è is gue 3 37 n 2g 17 b 21 20 1 
cer Pénaions «da P 82 70 12 79 is 11 3 2 1 
= Loans tö employe ees. ... " 26 22 1 17 14 3 i 8 1 
b. Working space ^y ae e 1,042 SR 954 0652 37 625 350 91 329 
a aana 





“Diferences án Tone, 


Bübfecta con which. women are more 
! "favourable than men 


Pie am on which women have about 


vee he ROAR tone as men Hospital - 


Employment | 


Entertàfüm ent. 


Subjects twice er more. as urgent Subjects of about. equal 
3e for women as for men. ; 


Personnel organisation 

Floor 

The 51 remaining 
mentioned ‘elsew here 


Transportation. 


Christmas Welfare. 


Canteen 


Ready money plan 
Savings in genera] . 


Rest perioda 


Fatigue 
Club store 


Welfare in general 


Quality of 


material | 


Output target 
Social contacts 


Overtime - 
Interest 
Fang, 


women are less. 


» greater E 


rkers except on one individual point, | 


ind à JENA MPO this 


C die prs ^ was 


appat ently irrelevant and A 
joints. on which. the workers really had 
i influenced | their. whole 
| outlook. on their work. 


Complete Freedom of Speech 
Provided the Solution 


_ Accordingly: the method. of inter- 


“viewing as entirely changed. The n 

method was so successful that it. 
orth giving it in the. words of two of 

the experts concerned in its invention 


t was. finally decided, about July, 
j29, to -adopt a. new 
hitigue, which. at that fime — 

called the indirect approach. Aíter the 
interviewer had explained the. pro- 
- gramme, the employee was to be allowed 
to chose his own topic. 


interviewer | was -to follow 

$ employee's . ideas, displaying. a real 
^. interest in. what the employee had to 
. say, and taking sufficient notes to enable 


him: to-recall the employee's various. 
While the employee. con- 


n Statements. - 
. tinued to talk, no attempt was tobe 
nade to change the subject. The inter- 
viewer was not. to interrupt or try to 


change the topic to one he thought more 
important, He was to listen attentively. 


to: anything the worker had to say about 


any topic and. take part in the conver- - 


sation only in so far as it was necéssary 


order to keep the. employee: talking. 


If he did-ask questions, they were to be 
p irased- in a.non-cominittal manner and 
certainly not- 
mised, which suggested answers, 


"This change in method had an 


À important. effect on the duration of each. 


interview... In the first stages of the 
: programme. the inte jew was approxi- 
mately 30 minutes long, but with the 
ge in method the average time for 
wle interview | grew to approxi 

ly 1d hours. = 
Tn October, 1929, a change in. | the 
thod- of - writing | Ip. ervi 


No subjects 


the . 


Complaints 


interviewi ing 
was | 


As long as 
othe employee talked spontaneously, the 


the between 


judged by 
Among. the fifteen: subjects 


in the” forni, previously. 


| tone ánd M subjects (oe 


Chairs 
. Elevators 
|. Spitting 


No subjects 


original method br grouping employee 
comments as likesand dislikes ‘under 
the headings of supervision, | working 
conditions and job, was supplanted by 


.a method of recording entire interviews. 


as nearly: verbatim as: possible, showing 
‘the comments made both by the inter- 
viewer and. by the. employee, | 


“This change: lengthened . the reports. € 


from an av erag® of approximately 21i 

pages to 10 “single: spaced. typew ritten 
^ pages." 

So successful were the imitial inter- 
views 


F "inally interviews. of the special type 
were secured with 10,300 workers, 


6. 800 men and 3,500 women, 


Were Me: eas used by 


“Urgency” and Tone" 

d will be. imagined. a great part of 
these interviews was taken up. with the 
voicing. of complaints. 

The table on page 14. shows the type 
of - subject discussed, the number of 
times each topic occurred, the nature 
of the comment and the variations 
the attitude of men and 
women. 

: Given. this mass of complaints, the 


Japa thing was to determine on 
dis urgency. and òn its tone. By urgency 


js meant its importance to the worker 
the frequency of its 
mention.. 
most frequently discussed occur super- 
vision, wages, stock purchase plan, 
lockers, fatigue and ventilation. 

By tone is meant the degree of 
satisfaction or dis-satisfaction expres- 
sed. There proved to be no clear 
relation between urgency and tone on 
the same topic. 

- Among the fifteen topics which are 
most often mentioned and, therefore, 
are presumably more urgent to the 
workers three (nature of job, stock 


purchase. plan; ánd holidays) are favour- 
able in tone. Seven subjects (super- 
vision, wages, light, ventilation, 


dirt, 
promotion and fatigue) have a neutral 
satety 


subjects 


"that the scheme was extended to 
a large: part of the Hawthorne. works. 


"urgency." — Subjects hatf or dese a 


for women as for 


No subjeets 


T uos 

Trucks 
Promotion 
Edueation 

life Insurance 
Pensions 


not 


this table 


Nó sühbjeets 


un 4 avou rably. 
investig ators, 


vary in me 
as a rule, n 08 at 
about either ey 
unfavourably are not 
quenti y^ ! : 


fa av our 
discussed 


Management Le: arns Exactly Wha 


Workers Want 

The subjects talked about by wom 
were as varied in type as those tak 
up hy men. Again. there was nös 
relation: between urgency and tones, 

On the other hand, women tended tir 
be more critical of factory conditions: 
Majority. of. their comments on | 
sub j ect ten ded to be unfavoura 

women's comments | 

Enulofec celitons tended to be favour 
able. There are some. curious differ- 
ences in the topics of interest to m 
and women, as shown. jin the. table 
this page. 

On the whole women are, of course 
less: critical than men. On three st 
jects A ment, Se and: f 


jects. on ich men are considera 
more favourable than women, 

But the same subjects-are t 
women as for men. On 
however, women talk more abou 
jects such as welfare, overt me 
pauses, fatigue, output tafge 
contacts and furniture and: 
than men. Men, being more cot 
with earning and with their i 
responsibilities, talk more than 
about tools, trucks, promotion, 
insurances and pensions, B 

The. important factis that from t 
interviews.one management has f 
precisely w hat subjects are conce 
its workers. It fe put a spotlig 
the inhibitions, grievances i 
general © ditheulties which ar 
venting men and women. from: A 
cheerfully, for and » (o the. 
ment, 
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with all firms not listed 
industries, we are 
struggling to carry on with badly 
depleted staffs.. But we are luckier 
than most; in that we mechanised our 
office in pre-war days and trained our 
employees to make the most of the 
very efficient machinery we installed. 

Today, we are in the happy position of 
being able to keep abreast of all current 
work, 

Some years ago, we introduced 
mechanical book-keeping and with this 
thing we are able to maintain a day-to- 
day check on all accounts. But this was 
only the beginning of our mechani- 
sation. The next stage, taken originally 
as a protection solely against fire, has 
developed into a most vital precaution 
against air raid damage. We installed 
fire-proof filing cabinets for all our 
accounts records. Today, with the ever 
present need for placing all records in 
protected places at night, we are saved 
the extensive labour of moving several 
thousands of account records to a fire- 
proof safe. 


E common 
a 


s "essential" 


How to Save the Time of 
Executives and Staff 


The dictating machine is another 
device which has proved invaluable 
ever since the Services and “essential” 
industries started to call on staff. All 
the claims of the manufacturers have 
been borne out by the use we are able 
to make of these machines.. We should 
require a secretarial staff nearly treble 
that we nave if we had to rely on 
ordinary stenographic methods oi 
dictating COTTCS] ondence. 

Tre valuable time of executives is 
also saved by keeping them at their 
desks even when an important con- 
ference has to be held. Just what this 
means in a factory where some 
executive. would have to walk a 
quarter of a mule to attend a conference 
and perhaps eight or nine of thèm 
have to be together can easily be 


"s^ ^w. 





calculated. Well over an hour's time 
in the aggregate is saved by using the 
inter-communicating telephone system 
for each conference. 

An extension of, this means of 
communication is, of course, the use of 
public address equipment for calling 
members of the office or works statf 
to any office in which they may be 
required. We have installed micro- 
phones and loud speakers for this pur- 
pose and are thus able to summons an 
employee at once, wherever he or she 
may be, without having first to invoke 
the assistance of a secretary or tele- 
phonist. 


Electric Typewriters Save Time 
and Fatigue 


Another electrical system which 
also aims at saving odd minutes is 
electric door control. Any executive in 
conference signals by a red lamp that 
he is engaged, If the “engaged” signal 
is not showing, any one- wishing to 
enter an executives office presses a 
button outside the door. If the man 
inside is not telephoning or using his 
dictating machine he can signal “come 
in." On the other hand, a reverse move- 
ment of the switch warns the caller to 
“stay out". 

In our main office everything is done 
to speed work, yet save fatigue. To 
this end perhaps our most important 
device is the electric typewriter, Just 
what these writing machines can 
achieve is perhaps best shown by citing 
the fact that a new world's typing 
record has just been established on one. 
The speed maintained to establish this 
record was one which called for typing 
for an hour on end at the rate of 13 
strokes a second! Such a speed would 
be impossible with a ordinary manual 
machine. We have proved that our 
typists can cut from a third to a half of 
their time with these typewriters, yet 
finish their work completely unfatigued. 
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— Modern Machinery 


is Vital to the 
War-Time Office 


Up-to-date Equipment will Solve 
Problems of Depleted Staffs 


- 


By the Managing Director of a Leading 
London Biscuit Manufacturin$ Firm 


jut, as I said at the beginning, we 
have not stopped at easing our own 
work, One of the many systems we 
have designed to help our sales depart- 


ment is the use of an addressing 
machine to prepare a salesman's blank 
order forms in preparation for his 


calls during the following week, Not 
only does this save any mistakes in the 
name and address of the customer but, 
also it permits us, by a simple code on 
the addressing plate, to work out a 
route for the salesman day by day 
and so establish a fairly accurate place 
for contacting him on his rounds 
should this be necessary. 


& 
And Here Is Another 


* >. . 
Time-saving Machine 
Here is another machine which is 

proving itself invaluable in reducing . 
office labour. This rapid electric 
envelope sealing machine takes enve- 
lopes of all sizes and thicknesses and 





20,000 an 


seals them at the rate of 
hour. 

Its opposite number is an envelope 
opener. Again capable of dealing with 
all types of gnvelopes. When driven 
by electricity it has a capacity of 1,000 
letters an hour. While a hand-driven 
model can deal with 500 an hour. 
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essential ' 0 - 

- regarding the job, material 
required, etc., while No. 3 is a : 
to the material when issued from 
stores. Forms 4, 5 and 6 cover one 


Form 7 is 


goes to Progress Department 








Full Progress Control Within | 


20 Minutes of Completion of Job 


AR-TIME conditions have imposed 
many new methods of production 
and control on most industries that 
have converted part or whole of their 
plant to the war effort. In this company 
the standardisation of one branch of 
eur production to a single unit has 
meant that we have had to scrap our 
od method of checking progress on a 
Job. 


Hitherto, we relied on the foreman of 
a department for information on any 
production work then in hand. This 
was understandable, since, in most 
cases one job bore little or no resem- 
blance to the next and to concentrate 
progress control in a central depart- 
ment would have meant a staff far 
bigger than was justified. 


_ Department is Small Despite 
Volume of Work 


Today, however, it is very different. 
We have concentrated our products 
and a central progress department—- 
the dream of many industries—becomes 
not only possible, but a necessity if full 
control of our production is to be suc- 
cessful» It will give some idea of the 
scope of the progress department when 
I state that 5,000 different tools and 
nearly 10,000 different parts have to 
be used in the manufacture of one 
complete unit. 


Obviously, with this large number 
of individual jobs to be handled, 
decentralised progres control would 
mean a big waste of time. Yet the 
central progress department is able to 
operate with only a staff.of four, one 
of whom is employed solelv on the 
production of job cards. In spite of 





Eu LM he ee ee of: 


This System Gives us Complete Informa- 
tion on. Every Detail of Production and 
Permits Record of Use of every Component 


By C. H. NISBET, 
Progress Manager, Park Royal Coachworks Ltd. 


jobs involved in the production of one 
single unit, we are able to givé an accurate 
and detailed report on the exact position 
in the progress of any component in any 
state within twenty minutes of the com- 
pletion of the last job on it, What this 
means in a factory employing several 
hundreds of workers will be appreciated 
by all who have tried to check progress 
under decentralised methods. 


Yet the story of how we manage to 
achieve this is a simple one, The basis 
of our control is concentrated in ten 
steel cabinets containing trays of 
visible index cards relating to every 
stage in the production of our work., 


Material Requisitions and Job 
Details at a Glance 


- 


Each component has its own card, 
which contains details of the material 
required for the manufacture of a 
given batch of components. This master 
card leads a set of index cards relating 
to every stage in the production of a 
component. Each of these cards gives 
iull details of the material required 
aC shat particulae ditis aod: describes 


in detail the work that has to be per- 
formed. 

Thus, if a job involves fifteen dif- 
ferent operations, there is a signal on 
the card that this number of operations 
has to be performed. -This signal is 
marked in the appropriate section of 
a uniformly designed card and works 
in conjunction with a coloured slide 
which shows the exact state of pro- 
duction at the moment. 


How two Different Batches are 
Controlled by One Index 


We have reversed, however, the 
method of signalling usually employed. 
Instead of permitting the slide to come 
out of the signal as each individual 
operation is completed, we push the 
slide back into its cover until when 
the job is: completed the signal is 
invisible, We introduced this system 
because we have usually two different 
batches of work in production at the 
one time. By using the contrasting 
colours green and orange, we are able 
to see at a glance the 
batch, while the co 
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nything from. eight io fitty 
res "actording © to the number of 
lividual jobs necessary in the pro- 
action of the component. — — 

T 
E the ‘manufacturers of the repro- 
cing machine on which details of 
rder. design and work to be done are 
ted:in the printed form. From the 
































































e first place to give the details on the 

er card in the visible file, the 
ous forms are produced. In the 
se of the average day well over a 
'ed books are required, SO 1t will 





"^ progress department's staff is 


icri solely on this. work, 





ese are the Forms that Make 
-the System. a Success 


how why the system 1s so successful. 
Ihe minimum book contains, as I said, 
ght forms. These are, 
binding (1) Front Cover Card, (2) Job 
“Material Label, 
Ó Job Card, (5) Operator's 
Receipt, (6) Progress Slip, (7) 
inished Parts Progress Slip and (8) 
inished Parts Label. Forms 1, 2 and 
bear identical information and their 
tles are sufficient. to. describe their 
"pose. Each individual operation to 
"carried out ons the component 
squires One copy of. forms 4, 5 and 6. 
The first of these is used later for 





n detail the work to be done at that 
articular stage. It carries on its 
€verse side the necessary ruled 
Sections to permit its use for time- 
'ecording purposes. Form 5 is a dupli- 
cate of this and is issued to enable 
every worker to keep a printed check 
on all work he or she may have per- 
formed during the week. The sixth 
form is very similar but does not carry 
the details of actual period of time 
aken.on the work. Immediately work 
n any operation is completed, and the 
worker has clocked off, this slip is sent 
to the progress department, On arrival 
there, and the maximum time taken for 
| to travel from work-bench to the files. 
f the progress department is under 
wenty minutes, it is available 

cking the position on any Jobs then 
er production. s 


w We are Able to Trace the 
: Use of a Part 


en different jobs to be done on a 
le «component. When the last of 
hese’ is completed the finished com- 
onent goes to inspection and from 
lere to Finished Stores. ' There the 
1 and sent to the 









prepared the issue. for further assembly. 


. secret of the 
hese books- * 


hese job books were designed for us assembled, 


master typewritten stencil, also used in 


Where T Do You Find. the Rig | to 


War-Time Executives í ? 


“be understood why one member of. 


A MS description of the forms will 


number of. 
in order of. 


(3) Material Requisi-- 


“These same men often lack, also, 


vages control purposes ‘and describes. 


for: 


ae. ur chance 
ere may “be, as I cuiu up to. 


batch of. Components until the n 
stage in. production calls - fors 


The. details. of.the. work 


is possible for us to trace back: through 
cur records to discover the exact units 
into. which any component was 
The advantages of this will 


£ 


in voly red 
on the assembly of any batch of units 
is so detailed on these job cards that it 


placed and ti 
user word then component ^X" in units — 
AM "B" and He? should be. inspected” Ep 




















: qose. on to y he d appropriate oe 








immediately for. possible faults. 








the capacity for seeing far beyond the 
limits of his own section of the busi- 


ness. He. quoted the examples. of a 
individuals who seem to 
have stopped, at least for the moment, 


because of their lack of capacity to 


think a problem through the whole of. 


its course, even if it goes beyond their 
own particular sphere. of authority. 
the 
ability to delegate and supervise. 


2 the many dozens of cases studied 

1 the course of this investigation, the 
one point which emphasised itself Over 
and over again is the breadth "of 
experience enjoyed by men who have 
only just been promoted to executive 
rank. They may have started at widely 
different jobs, they may have come up 
through altogether different routes, but 


in almost every case they have’ seen | 
the business at work, and participated 


in the work of organisation in its lower 


inderstand: problems as they. now arise. 


These are the Points. to^ Look 


For in a Man 


Misfits do exist, but in. much: smaller 
numbers than may be imagined. Such 
a man 1s quickly discovered, if only by 
the people below him. Discovery 
means that the lower-grade employees 
cease te trust the man at the top and 
production f falls off. A simple investi- 
gation is all that is then Mele to 
discover the cause. 


[t would be needless to quote many 
more examples of the experience of 
men to whom the war has given the 
for promotion. — 


now hold, The table on this page gives 


the foürteen main points looked for by 


nearly three hundred büsiness id 





Much. more. 
important’ are the facts about what is 
expected of these men, and why they 
have been selected for the. jobs they. 


their firms. | nd. i. 
experience as such are omitted from ` 








Details of education and 


the table for obvious reasons. | 
It is evident from this survey that P 


the executive of to-day is looked upon — 


as one most likely to be held responsible 


ior 


the -efhcient. operation of the 


business, he must be able to maintain <. 
profits even though he is not respon- ` 


sible - 


for thè- ‘Beane side of the 


business and, most important of all, he 
must be able to make an org ranisation 
pull together as a team. 


QUALITIES FOR THE RATING 
OF THE BUSINESS EXECUTIVE 


(Education and experience as such 


omitted) - | i 


As. ranked by two hundred ave enty- | 


Stages. so that they are well trained to cce- 


. 43, 





Sonso of | 


Six « business 1: men. 


























eisai LIE Quality. 
t oJ t un ae 
ees “ability, accuracy in. conc — 2 
.. clusions, ability to. profit. by experience). TE 
.2. Initiative. "E^ uy 
a “( Alertness, imagination, orginality, inde- FE: 
pendence in thinking). p 
3. integrity 
(Truthfulness, honesty, sincerity); 
4. Organising Ability. su Me 
ASystematising, classifying | according to MUCH 
functions, planning and delegating). . 
5. Health - p 
. (Bodily vigour, good sight, hes etes 
included). 
$. Perseverance 
` (ndustry, emia voncentration), | 
ator . (Energy, ‘courage, domination ` "y ino 
ES Open-mindedness | ei ae T oO 
_ (Reasonableness, teachableness, openness. 
io: new Ideas), - ES ENS 
"8. Co-operativeness i Lg Cs 
d iei, opa). 3 kindness, 1 xm 
qw C : 
a + the. business gam. 
13$. Qu. u Ti 
- outbursts of “anger or ae 
_touchiness). QU PRA Dust 
12. Refinement | CR 
ne (Courtesy, manners, general culture); 
Appearance ` 






bi appearance, good carriage. a 
pleasing facial Seren . voice, etc. » UN 
‘Humour. : 
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Seven Short Cuts to . \. 3 
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N z 2 
Ce conomy an c1encey — 
-: i 
B , PE] * * » A - A P 
Using ‘‘‘Left Over Publicity allowed for annual depreciation and ' all the volume is in the sorter within two 
Matter upkeep. hours, Since invoices usually are released 4 
T frequently happens in the advertising Whenever a breakdown occurred the tor filing in batehes, they are available for - 
department of à manufacturing can- employee responsible Was required to turm look-up practically as qtuckly as (hey are 
cern, that planned campaigns 46 natcom. m^ € memorandum which tabulated the received for the filing operation 
sume all the printed material ordered, As description of the machine, the office K 
^ € * L ë * . - 
managers assessme > d: : E 
a result there is an almost constant, s 7B BACS IPERE" os the damage ?' Office Follow-up For Sales- > 
though small, accumulation of miscellane- t.e estimated cost of repair and the 's P t 
ous envelopes circulars, booklets, cards employee's signature, While the cost of the men rospecis 
and other forms of stationery, ene dh not charged Against the LI salesmen have a certain amount of 
To do away with the waste of this cmprioyes, Hus procedure does impress the pending business and usually in the j 
material—a very costly item at the present ©™Ployee with the cost of the equipment form of written quotations, It is 
time, with printing difficulties and paper and with the fact that a record of damage necessary to follow up these quotations 
shortage—the publicity manager oí.one “one is on the file. e lest a competitor slip in. But to follow it 
firm created a “morgue.” This consisted up with personal calls not only takes up 
simply of a wall placard upon which were How To Keep Paper Covered the salesman’s time but is often objection- 
posted samples of all old stock, The array Catalogues Intact able to the customer and the salesman 
of “left-avers” he kept in constant view HERE : . ! " could be devoting his time elsewhere. 
toà encourage suggestions as to how the INA, are Lew things im an office SO One hrm has assigned à »Vstematic 
material could best be disposed of in the short-lived as Catalogues and similar "follow-up" system to someone itl the 
to find an effective use for the superfluous about a desk. The corners are the first jomatic in manner Ir is often possible 
material, and to make profitable sales Patt to go, and when they become torn or to make important appointments for the 
SS GREY dog-eared the book disintegrates, salesman as well as keep in close touch 
9 + simple cure tor this is to take any with the proposigion, and in this wav, 
Attracting Old Business to New and then bend up the four corners o1 all without the firm getting a fighting chance. 
Premises the pages so that when the book is closed e 
MERCHANT who had to move they curve inward. They will stay in this Duplicati M . F C 3 
owing to his premises being damaged shape indefinitely, Frequent handling up cating achine Or ap- ; 
in a “blitz”. minimised the usual drop in will not damage the pages, and they will tloning Photographs 
ee : 4 . remain in perfect condition for some mobs : 
trade and made capital oí moving by er | ) $0 HOTOGRAPHS used in large quat- 
displaying this large edes n repay f e tities by publicity departments are 
our customers trom the sight incon- = dae T cn NP + pan s 
: . : : : . . customarily captioned by means of a 
venience of looking us up at our new Sorting Simplifies Daily Invoice .. x d eq t RA, XO A 
: > : hun narrow strip of paper, on which the 
premises, we will make a sweeping Filing caption^is typewritten, The narrow strip z 
reduction of 10 Bree On all goods NE company which handles about ot paper is then pasted to the back of S 
bought during the gc Apo AER, Im 35,000 invoices a month has reduced the photograph | This time-consuming i 
nad ip eese tie "E S p ed i ades the cost of filing these by more than 50 operation is -eliminated by the publicity 
rst a ie showing a dotted line trom per cent: The invoices are sorted daily department of one big firm. Instead of t 
gen X "] Ined pontis es | and accumulated to fine alphabetical and a slip of paper, all captions are transferred 99 
o puel negpev old to keep a large name sequence. Formerly two clerks were to a stencil and. the actual photographie 
proportion of his ae exert and occupied full time on this fling operation. prints run through the duplicating machine, m 
directed hi Piin mun d of new Now, with the new accumulative method, which prints the captions directly on the : 
male in. the ey disc ie new shop, thus cne girl handles the whole operation in back of the photograph = 
maxing. UP -LOT RIS Giscounts. less than two hours of each working day. This plan saves the use of paper, a 


3 
Stopping Losses By Damage To 
Equipment 


The bulk-hling operation, of 
requires a little additional time. 

Formerly, look-ups were quite a pro- 
blem on this filing job, Under the new 


Course, 


climinates the slow labour of pasting the 
captions on the back of photographs, and 
guarantees that the caption will never 
become separated and lost from the photo- 


4 
ARELESSN ESS in handling equip- plan look-up facihties hay e been consider- graph, The only possible disadvar tage 15 Re 
ment may be painlessly weeded out ably simplified. For example, it was in cases where photographs are used in 1 


of an. office. One firm achieved this by 
issuing a special equipment book which 
stated the price of every item of equip- 
ment in the officé, and the normal amount 


taking two girls full time to get invoices 
into the files each day, That meant there 
were no look-up facilities for at least a 
whole day on some of the volume. Now 


layouts and are glued down to mounting 
boards: before they are sent to the 
engravers, But this is very small ¢om- 
pared with the general advantage gained, 








ove gave vat 


AS [ write, returns of shop sales for 
August are not yet available. There 
seems to be no reason to doubt, how- 
ever, that thev will continue to record 
an even steeper fall than July (10.3%). 
The only question is how much further 
home trade must be sacrificed to meet 
the needs of war-time production. 


What 


the Russian Agreement 
Means to Business 


HE agreement that we and America 

are to supply Russia “with practic- 
ally every requirement which the 
Soviet military and. civil authorities 
ask” means further change in our own 
internal policy. We shall help to make 
up the losses sustained by the Soviet 
industrial capacity. Partly these 
supplies will be taken temporarily from 
those produced for our own use, but 
only partly. In other words, production 
must be stepped up to make up part of 
this loss. 

This means a greater production of 
war materials such as tanks, planes, 
guns, ammunition, motor vehicles and 
light arms. 

And this increased production must 
be considerable and it must be got 
quickly. It will certainly mean still 
further reduction in consumer goods 
and in consumer imports. At the same 
time it will mean a rise in the national 
wages bill because more people will be 
employed on war work- at ‘relatively 
high wages. In short, the danger of 
inflation will be sensibly increased. 

One result may be further shortages 
in shops and further: price rises. This 
can only be avoided 1f purchasing power 
is further restricted. How is it to be 
done? So far the Government is silent 


j 


or the subject but 
assuredly neither sub- 
sidies to keep prices 
down nor price fixing 
will solve the problem. 


Thdeed, both simply 
release more money 
for competitive 
spending. Consumer 


will bid against con- 
sumer vet more keenly, consumers 
as a whole will bid against the 
Government for available production. 
The only cure for this fall in the con- 
sumption of goods coupled with à rise 
in the €onsumer's purchasing power is 
further rationing and/or further com- 
pulsory saving on the lines of. Mr. 
Keyne's “deferred payment" initiated 
in the last Budget. 

Inevitably the concentration pro- 
eramme will have to be broadened to 
include other industries and the present 
plan will need to be pushed forward 
with increased energy. Some shop- 
keepers will be sacrificed, some more 
wholesalers and manufacturers will be 
put out of business. Yet for this grim 
prospect there is no remedy. 


Can the Profit Incentive Be 
Restored ? 


T is. therefore, of curious moment 

that some newspapers and economists 
have taken to launch a campaign to 
extend the profit incentive. Obviously, 
increased wages to the worker under 
such a scheme could merely exist of 
LO:U.s. Similarly, increased dividends 
for share-holders must be issued in the 
form of uncashable vouchers. 

The case for a reduction in E.P.T. 
from 100% to 80% is a valid one. The 
average business is not in a position to 
build up its reserves for current 
depreciation let alone post-war expan- 
sion. But to link this reasonable 
demand with a complete programme 
for increasing the profit incentive shows 
a lack of foresight and of common 
sense. 


Progress of Concentration Is 
Slowed Up 


J| ce progress of concentration has 
been temporarily slowed up in 
many industries. In wool, for instance, 
even the announcement of the nucleus 
firm’s plans seems to have been held up 
in many cases. Nobody knows how far 
the industry is to be concentrated under 


Business 
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Aid to Russia means big 


Production Step - up 


Says CECIL CHISHOLM, M.A., 


Consultant 


the second compulsory scheme. 

In the rayon industry, the Limitation 
Orders have been drastically altered. 
70% of weaving yarn output is to be 
allotted to the home trade, the balance 
only being for export. 

In some industries, like hosiery, con- 
centration is almost completed. In 
others like pottery and carpets there 
seems to be doubt as to whether con- 
centration will be applied at «all. 

I think many manufacturers 
preferred Capt. Oliver Lyttleton’s 
downright methods and driving energy 
to ‘the paralysing delays of” his 
successor, 

Export Policy in the 
Melting Pot 

HE fifth phase of the Government's 

export policy is certainly the worst. 
Personal protests from President 
Roosevelt as to the delicacy of his 
situation over Lease-Lend materials 
have certainly caused activity at the 
Board of Trade. 


No Lease-Lend materials must be 
used for manufacturing goods tor 
export. The banned list includes all 


ferrous and non-ferrous metals, with 
steel prominent, cotton, silk and a wide 
range of other materials. 

This stops the export of some famous 
lines including bicycles, steel shafted 
golf clubs, Sheffield cutlery, Liberty 
scarves. 

Indeed, none of these products may 
be even advertised for sale in export 
periodicals or editions. For these 
paper will no longer be supplied by the 
"aper Control. 

Mv own view is that the Board, of 
Trade has fallen backwards in its 
effort to stand straight on the possible 
mis-use of Lease-Lend materials. In 
this case we may hope to see some 
reasonable relaxing of these «drastic 
regulations after the American news- 
papers and politicians have simmered 
down. 

For these regulations, if carried to 
the extreme, would cripplé much of our 
South American and our Empire trade; 
and without this we cannot earn 
enough dollars even to pay for what we 
need outside Lease-Lend. It will not 
pay even America to kill the goose that 
lays the golden eggs to-day. Nor will 
a bankrupt Britain with no foreign 
revenue be of much use to America in 
the work of re-constructing the world. 






Kalamazoo Ltd. 
NORTHFIELD - BIRMINGHAM 31 


THE 





S ^ 
m. s 
Y Erde hz £ tn E + 





The speed with which your bus conductor 
issues tickets is convincing proof of the 
advantages of their “ Visible" arrangement. 
Each denomination of ticket can be seen at- 
a-glance. Were they behind one another or 
in a book, or box, imagine the confusion 


there would be at rush hours. 


In your offices and works are the titles of 


your accounts and records visible, or are 
they ina book or tray one behind the other? 


Kalamazoo Visible Equipment consists of 
secure Loose-leaf binders, the records being 
arranged in overlapping formation. Thus 
the titles and all other important information 
is visible without even turning over the 
record. 


Kalamazoo 
Visihle Eg u MOLL 












TICKET! 
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Industrial Production 








NEW 


P ga, T h 

A well-known manufacturer of special 
office chairs has produced an excellent 
balanced, automatically adjusting, swing 
roof-spotter's chair. This "hm Crow" 
spotter's chair is designed to give a 
sweeping view of the sky in everv direction, 
It swings in a completé circle at a touch 





The "lim Crow” spotter's chair 
foot, revolving on a bronze bearing. 
The seat is of hard-wood, heavily 
enamelled, "The seat slats are copper 
riveted to a steel frame The rexine 
covered head-rest is shaped to support 
the neck when spotting overhead, thus 
avoiding neck crick, If the chair is not 
to be fixed to the ground (or roof) it is 
supplied with flat cross steel skids 


$ PORTABLE ARTIFICIAL 
SUNLIGHT LAMP 


A new portable artificial sunlight unit 
has just been introduced for use in various 
welfare sections of a works where 


ot the 


con- 


cu 
E 
ue 
— 
— 
sic ae 
— = 
— 


Portable artificial sunlight lamp 


permit the 
sunray 


demand do not 
permanent 


for Welfare, 
Factory ARP 


and Power 


@Readers are invited to make 
use of this valuable infor- 
mation. The name and 
address of the manufacturer of 
any product described may be 


had on application to the 
Editor. BUSINESS, White- 
friars House, Tallis Street, 


London, E.C.4. To simplify 
your request you may refer to 
the items by number only. 


@Manufacturers and  distri- 
butors are invited to send com- 
plete information about their 
new products for inclusion in 


this feature. 


24 NON-FLAM VIZORS FOR 
SPECTACLE WEARERS 


Vizors of industrial tace are 
now being produced with renewable non- 
ñam celluloid windows. The device can 
be worn over spectacles, Special models 
are made with glass behind the cellnloid 
for welding, etc 


25 SHELTER VENTILATION 
UNIT WITH DUAL DRIVE 


R.P, ventilation units, designed for 
service for 50-person and  100-person 
shelters, are now being produced so that 
in cases of electric power failure they 
can be instantly converted to human drive, 
A i h.p. motor or one man drives the 
50-person unit; a ¢ h.p. motor or two men 
drive the 100-person model, 


SCTCCIIS 











NEW 


Df PUSH BUTTON CONTROL 
OF MOTORISED UNIT 


This self contained motorised unit 
drives cone-pulley machine. It? is 


any 





Self-contained motorised unit for driving 
cone-pulley machines 


controlled by electric push button, Power 
is furnished by a totally-enclosed fan- 
cooled 3 h.p. 50-cycle motor. 


One of the new shelter ventilation units which can be 
driven either by electricity or man-power 






TIN these advantages: | 
€ ONE HAND OPERATION _ | € COMPACTNESS 
€ QUICKER DISPERSAL OF STAFF @ ACCURACY 











"The MAGNETA Time Recorder prints full size records on standard ards 
^ and can be supplied as an independent unit to operate from A.C. — 
-with contro lled frequency, or incorporated in an installation operated fr 
a Master Clock, Metal Card Racks ur io match datu x 



















GOBLIN WORKS, ERMYN WAY, LEATHERHEAD, SURREY 


or Literature and Details of | . TELEPHONE: ASHTEAD 866 (B LINES) 
Installation, write or telephone © LONDON OFFICE 53/54, HAYMARKET. SW. Telephone: ABBEY 2366-7 
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ae ae ^. Heavy Precast ‘Concrete Casing with ^^ —— cani Electric Element of 1j Kilo- ME. 
: XE ars OM NETUS. E ME watts sufficient to heat shelter of 15000 — 
p fixing lugs for bolting to wall. Sup- — cubic feet capacity, 1 kilowatt element = 
plied with or without Electric El ement. . — e supplied if desired. | e 


Heating installations for shelters should’: be decided on now. Do not wait until the es LES 
"winter months before ordering such equipment—we can give» immediate delivery. 





The STENT. Shelter. Heater is economical, effici ent and simple. 


CAST 


CONCRETE 







HOT AIR OUTLET 







SHOWING THE 

a SPECIAL 

__ ELECTRICAL AIR-FLOW 
HEATER UNIT vl SYSTEM 
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j- «wueonow — -Send to-day for full details : 
«CODL AIR FROM 5 
- “INTERIOR oF SHELTER 
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T V HEN two. years. | ag 
' lighting made its. 
world many “people were in 










jenary. iud most eihcient form 
ighting for factories, offices, shops. 
other large: areas that have. to be w ell 









been the dream of lighting engineers. 


wire, which was thus heated until it 
glowed. Even in the most efficient of 
filament lamps 90 per cent. of the 
current is wasted in heat. To create a 
more efficient lamp, therefore, 
tory research men had to start. all over 
again on an entirely different task, 


Cooler Operation Saves 
Ventilation Worries 


| ` Finally someone hit on the idea of 
caging ‘ultra-violet light and a fluores- 


‘exposed to ultra-violet light, in a glass 

tube. 

was born. 

0 im its comparatively. brief liie it has 

lready proved that it has the following 

advantages: 

(1) liel it- efficiency thore than twice 
that ot the ordinary filament 

(bulb; | | 

4 (2) lamps. have twice the 

. .. present type bulbs; : 

© has T same . colour 


life of the 


mare 


















| *é he po e air-con- 
itioning. "In the home, fluorescent 
ght is still in its infancy but when 
national Sonos EUN 






















: E Tondon Office 
| kepi Showed 


one Whe advantages | of ‘this new 
orm of lighting. i 

ihe office as an „ordinary mun 
with a pesce área pa 200 sq. 
“here were no windows 































- This kind al illumination: has. Tong 


For fifty years electric light has been 
produced by passing current through a 


labora- 


‘cent material, i.e. one "that glowed when 


And thus the fluorescent lamp 


Ts zool- € 


it may 2 


"costs there 


OT ud 
any kind... Artificial lighting 1 












7 therefore | all 
ing hours. 


was formerly provided by three 


necessary during 





wall bracket fittings (gas-filled, filament 
bulbs) consuming 
This arrangement yielded a very pleas- . 
ant, almost shadowless lighting that did 


a total of 600 watts. 


in fact rouse.the favourable comment 
of most people who saw it. 
Two large-dial meters in this office 
were placed for all to see. One regis- 
tered the amount of electric current 
ae consumed, the other registered 


^ the foot-candles of effective light. 
Under the old system of lighting. 


these two meters showed: respectively 
that 
sumed and that 5.5 foot-candles- of 
light were effective on the work sur- 
faces (ie. the desk, etc. 

Now, at the touch of a. switch the 


old filament lighting was put out.and 


the fluorescent “tube lighting brought on 
—not fully, but first halt. the installed 
length of the tubing and finally, aiter 
a pause, the whole of it. 


The C ash Side of What: this 
. Lighting Means 


-The change was literally amazing. 
Apart from the complete alteration of 
the character of the light, the reading 
on the current consumption meter fell 
to ‘16 units per hour, while the light 
recording meter jumped to double. “its 
previous "figure. Then, with the fluor- 

escent tube fully functioning the light 
recorder showed yet a a further 109 per 
cent. increase of effective light output 
while the current consumption pas 
touched :32 units per hour. 

Thus, 


at a cost, for current consumption, of 


half that which was necessary before, 


Let us see what this means in prac- 
tical £ s. d. | 
To consider capital and operating 


mon factor. Assume, therefore, that 
we want to obtain the same amount of 
hght with the new type lamp as 


existed with the old indirect tungsten 
This can bé done with. 
one. 5-foot length’ of jd tubular 


filament system. 








conomies 


‘6 units per hour were being con- 


four times the light of an 
infinitely better quality was revealed 


e must be at least one com- 












+ 


The City of London tariff is £12 per 


kilowatt per annum and, ths. of a. ©.) 


penny per unit. The light in the office 


described above is used 10 hours a day © 


and roughly 275 days a year, which. is 
2,730 hours a year. Therefore:— ` — 


The Old System Costs 
0.6 KW at £12 per KW per 
Units consumed, 2,750X.6X$d. 4 5 







this particul ar office is £7. 


however, that the capital expense. are: 


installation is dwarfed by the perman- . 
ent economies introduced. According to _ 
the latest list of one leading manti- 

facturer, a 5 ft. fluorescent tube costs - 
36s. 6d.; while fittings: for walls and 2 
ceilings range from EL 100. to £5. 80.. 


Improved C haracter of Litt 
l Saves Eye-strain | 
But cash economies in running casts E 


by no means exhaust the advantages. of 
the fluorescent tubular lamp. The 


|. character of the light | given and the 77 
, fromea ^... 
considerable area instead of a. concen- |... 
trated point, as. already described) are A 


way in which it as given (i.e. 


of enormous benefit; 


The character of the light- providing, © Fs 
as it does, the quality of daylight; is 
far more helpful than other forms. of 
artificial light to the eyes: of. workers 
in 
factor lessens the tendency tö 
strain which. leads. directly. ài 











offices . ind factories T 





ectly to fatigue and a host. "of petty. 
Vra that. bring. about; in- total, 50 
lost working: hours. . 
































CO- ORDINATION . 
PLANNIN 


The call of to-day is for PRODUCTION, MORE PRODUCTION and STILL MORE PRODUCTION, 
Output at its greatest volume and its lowest cost, and thi n the way of 
_ men and-machines, must be measured and assessed against dema ational time, etc. 
, -lt means the creation of a Management plan and. mE int. Methods and 
. Equipment as will provide correctly and quickly tf : leoi, 
x Loading, Progress, mealncenance, SOES etc., n which Ma f 
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t specialise, whether it 


Shows. the simple readily f. equipment is just the type of job i x 'k: ly the b 
orks or merely the ring- 


|. understood type of punch- | be a comprehensive co-ordinated pla 
 edcard, by means of which. | |. ing ‘“‘ up to scratch "' ofa“ backwar: 
juniors of average intelli- | Cope-Chat methods and equipment. co 
gence can speedily provide | Punched Card Systems, Loose-Leaf, Co 








?osting, Visible Records, 
nery and Manifold Sets 
. , accurate management data | and Forms of all kinds. Cope-Chat have 50 years of intensive experience 
; en. Time and Materials | and many hundreds of satisfied - lients of all. sizes in many industries. 
>) Control, Progress, Costs, | They can co-operate with you to your advantage. 
etc. No expensive or com- . | Why not * CALL IN COPE-CHAT " | 















e 

‘plicated machines are used . | E 
-and the low-cost is for - THE COPELAN D-CHA1 T "ERSON COMPANY LIMITED Q 
cards only. QUE apo ! Exchange House, Old ‘Change. London, E.0.4. Tel. City 2284 Ol 
e 










BRANCHES THROUGHOUT GREAT BRITAIN 
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. FRONT COVER PICTURE | The creation of such a ui and th 
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| FREE ADVICE v WE WILL GLADLY s 


. SEND A LIGHTING ENGINEER TO ADVISE 
YOU.ON A LIGHTING LAYOUT USING 














































E Vs EITHER Wu RM E 

EO I. TUNGSTEN np LAMPS Mis 1 

Æ; CATALOGUE | "sieRAY'ELECTRIC — DISCHARCE LAMPS LIST NO. j 
Go N? 934 . ;'SIERAY -DUAL LAMPS F. T. 966. 


WE OFFER THIS SERVICE WITHOUT ANY OBLIGATION, 





Advt. of SIEMENS ELECTRIC LAMPS AND SUPPLIES "LIMITED, ETE Upper T Thames Street, London, 
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Fifteen Points for 











ee the Cant M 
septs = 
cQ 
x Control of an Industrial Ganteen 
7 
ssa - : Oni . 
ke IS an exact science. On its success 
aar depends the health, happiness and 
Dou 
v" 
4 T LI “sy. 
rt working ability of thousands of 
> 
Ei 
A workers 
yh 
x 
| By C. E. M. LIDDLE, 
F Canteen Manageress, Mather & Platt 
s Limited, Manchester 
oe HE conditions of an industrial meals whilst still grimy from his in a canteen should be of restaurant 
ee canteen are totally different from labours—a washplace should be pro- standard. 
S those of a restaurant or hotel where vided, where at long troughs provided Adequate ventilation. should be 
a the demand for mid-day meals extends. with a number of sprays, he may take regarded as important, especially in 
T l over a period of two hours or more. a retreshing wash be tore proceeding to the kitchen, thereby keeping the 
; In the industrial kitchen the demand is his meal. Soap and clean towels every premises free from excessive odours 
ae almost instantaneous and at a peak for day should be furnished free. . and heat, which have a vital effect 
I about ten minutes. Consequently a I find that the best form of adminis- upon the staff and caise consequent 
S. most generous equipment has to be tration is for the works’ dining room inconvenience to diners. 
> provided in the way of ovens, hot and laundry to be controlled by a sub- The kitchen is the nerve centre of 
à plates, vegetable steamers, etc. committee of the Works’ Committee. the canteen, and if it is to be run 
EL. f ` cx, . The staff canteen is. administered by a efficiently, its arrangement should be 
i Workers Must Not Think It is committee appointed from the members a matter of careful planning. [t is 
= Just a Canteen of the staff. essential to have easy access to the 
Del : : tore room and dining rooms ; the equip- 
EX In an industrial canteen one must -Rien : * oe " 
c UA RÀ "Xr" ACRIOR Kitchen Planning is the Key to ment. should be conveniently placed 
= accept the old adage that “the customer Ce ances "Pape fo bises nec Leid Rf cried: 
— 3! 3salways right." One, of course, has to ^ rom à jabour-saving point ol view. 
2— — contend with the chronic grumbler, br i ; : ; : 
E cir vio id Cie pn T of dic is The question of heating medium The Manager Must Have Wide 
zt 'rally speak > clas > 
c gen y speaking, e = is a debatable one. In my own canteen Catering Knowledse 
>. is m a minority. It is so very easy to uu in: $i 4 5 5 
= j; lo thm idea that Mit. i aly no fuel is burned in the staff canteen, 
511D ( "i € "T. (4 oes p 
r xd qe te m ries th y = steam being laid on for washing pur- Ihe responsibility of running the 
de £ : Jopu- S " 
y PESE S B X 1 e POPU ‘poses and for supply of hot water, etc. canteen may be in the hands of a 
Le larity of many canteens fail. The whol ki ee ; ^ 
^ A worker should not have to eat his € whole of the cooking is electrical. manager appointed by the firm, sup- 
aati aaa is whilst in the works a gas equipment is ported by an employees' committee, or 
o *From a paper read at the Manchester conference emploved. : av a ? 1 Side 
Dopo of the Industrint ‘Welfare Society, September, i QE iie al à . : it. may be in the form ot outside 
er 1941. he service, table appointments, etc., (Please turn to page 32). 
Xy 


- IMMEDIATE TELEPHONE CONTACT 


-. LOUDSPEAKING—NO SWITCHBOARD—NO DIAL 


With Diótógraph Telephones installed the Chief 
— .. Executive can communicate with any depart- 
— - ment direct —by a simple flick of a key. All 
^. departments can also communicate with one 
ASA | another, but executive calls get priority auto- 
A matically. A representative will gladly call to dis- 
cuss possibilities. Information, demonstration, 
=- . Survey,estimatesorrentalterms-free on request. 
OX Twenty-five years' experience at your disposal, 
COOGENEINMRIUNT 0 CUEDENUNTIENBECUDGNSMEC 





Executive's Instrument 


4 Under present conditions, we can only cater for those firms engaged on Government work. 


DICTOGRAPH TELEPHONES LIMITED 


ABBEY 5572 (3 lines) 


Branches at GLASGOW, BIRMINGHAM, MANCHESTER, 
LEEDS, NEWCASTLE, BRISTOL, CARDIFF and DUBLIN 


Abbey House, Westminster ; 


A.R.P. Consult Dictograph on Telephone and Sound systems for A.R.P. and 
Music in Factories, 
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THE INTERNATIONAL 
TICKETOGRAPH SYSTEM OF 
PRODUCTION, PROGRESS 
AND PAYROLL CONTROL 


is fully described in 
the Booklet 1344/8 
which will be sent to 
you free on request 





The Tichetograph System maintains operation 
TAKE A TIP FROM costs alieady fixed in advance, and shows the 
position of jobs at each stage in production 





Write, telephone or call 


INTERNATIONAL TIME RECORDING Co. Ltd. 


112 Strand, W.C.2 TEMple Bar 5841 


Give non-shrink overalls fo your workers "= ~ 


MEN who have to expand with many so-called shrunk 


their chests, move fast, 
and be quick on the draw can’t 
be hampered by overalls that 
shrink. The Navy, Army and 
Air Force recognize this. 

So cotton service dress and 
overalls issued to men in the 
Forces are made of cloth that is 
commercially shrunk to a speci- 
fied standard. This standard of 
resistance to shrinkage is a very 
high one. It corresponds closely 
to what has long been associated 
with ''Rigmel"- Shrunk in 
civilian cloths. 

The diagrams below show the 
accuracy of “ Rigmel" compared 


cloths, and indicate its great 
reliability. 

Overalls that don’t shrink 
in spite of repeated washings 
are as vital to the efficiency of 
your workers as they are to 
the men in the Forces. They’re 
more comfortable, more hygienic. 
They don’t restrict movement. 
They look smarter and, of 
course, they wear considerably 
longer, 

Why not see your suppliers 
about “ Rigmel "- Shrunk cloth? 
Ready-made protective clothing 
in * Rigmel "- Shrunk is 
available from retzil outlets. 


COMPARE THESE DIAGRAMS 


‘SRS MAE 
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Not 









keeping up 


to contract 

54 35 36 - via eh? . . , 

Cotton overall cloth that is ** Rigmel "- Shrunk won't aca cosine 
shrink more than a fraction of an inch in a yard. Therefore you 


; || Ee 












need more plant? 






Allow IRO foi thi impteenth time, to 
34 45 36 quote the Kurdex Lruism h hiv 
output : WH i natter nia 
Some so-called “shrunk” " fully-shrunk," and but af je teni produ um t1 10 
“guaranteed unshrinkable’’ overall cloths shrink by And if your machini | mal 
as much as 2 inches in a yard. 2 13525 221 MU ! are capa 
‘ it paper muximunm pii © RI 
oe ** Pinos, not of vour costhi lerk'& 
optimism, hut of wy if eT! | f shop 
DJ herding the raw mate ! parts, 
Kardex control ha proved itself in all 
REGD, m. types of business—often where there 
end for Brochures piv- seemed least roan for improvement 
LAUNDRY TESTED AGAINST SHRINKAGE ing convincing details of. system. “Te ma tor improvement. di 
our claims to Dept. 354: and nothing to invi ‘tigate 
ADVERTISEMENT OF THE BRADFORD DYERS' ASSOCIATION, LTD, 
LONDON | BRADFORD . MANCHESTER KARDEX VISIBLE CONTROL SYSTEMS 


Present Manchester address; SHIP CANAL HOUSE 





1 New Oxford Street, London, W.0.1, Tei.: CHAnoery $588 ati 
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— | Figs MAKE PROVISION 
© BEFORE-DISASTER 


We can show how to adapt your 

present accounting system with 

very little extra labour, so that 

by duplication you will know how 

much each customer owes you even 
if all your 


ACCOUNT BOOKS ARE DESTROYED BY 
FIRE OR ENEMY ACTION 
PERCY JONES (,%atnleck) LTD. 


Accounts Advisory Dept. 
37.38 CHANCERY LANE, LONDON, W.C.2 
'Phone: Chancery 8971 ce E 
MANUFACTURERS OF LOOSE LEAF BOOKS & MACHINE ACCOUNTING EQUIPMENT 





PITMAN'S FOR THE BEST AIR DEFENCE EQUIPMENT 
BOOKS ON BOOK-KEEPING SERVICE 


THE recognised experts and suppliers to 

Local Authorities and Government Priority 

Contractors throughout the Country, can 

supply your every requirement, 

PITMAN'S for BOOKS Amongst our Specialities are D.T. and 
on MANAGEMENT Leatherette Waterproof Coats from 25/- and 

Overalis from 15/11 in several types to 

meet all A.R.P. requirements, 

ALL ANTI-GAS REQUISITES 

SUPPLIED 

Please send Enquiries to Head Office: 


PITMAN BOOKS 
4 Liste Street, London, W.C.2. 
mean EFFICIENCY Telephone: GERRARD 2348-9. 








You are grateful to our fighting men, and would like to 
thank them .. . usefully. Poppy Day is your opportunity 
Give generously for your poppies. Send a donation as 
well, if you can . . . and if you've time, sell poppies too 





The British Legion makes no distinctions. It helps ex-Service 
men of ALL ranks, ALL Services and ALL wars, their families, 

1 and the widows and children of the fallen. 
B Please send gifts and offers of help to your local Poppy Day 
Committee ... or to HAIG'S FUND, CARDIGAN HOUSE. 

RICHMOND, SURREY. 


POPPY DAY 











Industrial | Production Equipment 





Two New Develo pments 


for Factory A.R.P. 


® 
RUNABOUT PORTABLE 
FIRE UNIT 


This trailer fire pump embodies a 
removable pump and engine unit with 
handles, which makes it possible to. carry 
the apparatus for a short distance. For 
this reason it would be particularly use- 
ful in many factories and industrial 
organisations, 

The following points of interest occur in 
the manufacturer's specification :— 

(1r) The frame of the trailer is of high 
grade steel, carefully balanced on the axle 

eR aca i MENSES" a 
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The new portable pump id 
engine removed from trailer unit 





to give the best position for towing and 
manceuvring ; 

(2) The engine and pump are mounted 
as a complete rigid unit on flexible 
mountings on the steel frame; 

(3) The stretcher has a tubular frame, 
strongly but lightly built, upon which the 
pump, engine, petrol and water tanks are 
mounted ; 

(4) The unit can be lifted free from the 
trailer and carried for a short distance 
by four men; 

(5) The stretcher is also fitted with 
small, rubber-tyred wheels to enable the 
apparatus to be wheeled on level ground. 


TRANSPORTABLE SHELTERS 
FOR FIREWATCHERS 


With the new Fire Watching Prevention 
(Business Premises) Order, 1941, more 
hre-watchers will have to be established, 
often in dangerous positions, and a new 
sectional shelter just introduced offers 
much needed protection to persons 
engaged on this duty, Except for its 
manufacture in sections, it resembles in 
every way the bell-shaped shelter which 
has proved very popular all over the 
country. 

It is made in two sections, and fitted 
together by means of bolts through 
strongly welded lugs, Its great advantage 
lies in the fact that it can be negotiated 
through narrow passages, trap-doors, etc., 
the minimum space required being only 
2 ft. by 4 ft. For easier transportation 
the door is also detachable. 

Interior details are similar to the stan- 
dard model including two seats and shelf 
for telephone or alarm system, There are 
four slots placed at eye level, enabling 
the spotter to obtain a clear vision of the 
sky from various angles. 
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Beating the. Noise 
Bogey 

Ear-plug s Solve the Problem 
TOISE to human beings has some- 
Nthing of the effect of fine grit in 
“mechanical bearings—it is an in- 


E un enemy, always. 
against efficient running, and. in the 

















“The ‘Industrial Health Research 
Board. whose secretary is Air Vice- 
Marshal Sir David Munro, operating 
. under the Medical Research Council, 
«has conducted -exhaustive researches 








represtnted an actual 


` produces bad temper, 
tration, headaches. and even eye-strain. 


It saps the whole phy sical tone of the : | 


body. 


"Quteide! Noises Just P Great 
.An Enemy 


“lt is. ; bid enough that this sort of | 
thing happens at work; but it happens | 














militating. 


E . end often causing complete breakdown. 


" pir pe upon 
QR frays the nerves, || | 
loss of concen- i] - 


MÀ MH inier Semeraro mem apa vasa io A Mela dne attain 


whole question of the effect of || 
on the enetey ot 


i qom result out of very Y 


i —————'''ÁÉ RC 


by at t least ds Dé F 






everywhere else too, spoiling rest and . 


preventing fecovery from the jangle | 


-of the factory. There are the outside 
sounds that penetrate into homes from 
“the -street. Traffic, hooters, 
ae den as milk deliveries inseparable 

_ from bottle and wire, basket clangings ; 
railway whistles, where the house is 
st. situated near a railway line, and so on. 













ryday life. 
| durin the day and night, is the drone 
| craft, sounds of gun barrages and 
ur cÉrumps of bombs that stir up 

apprehensive feelings. Associated with 











gear 


^.Such are the noises every ordinary 
individual has had to accept as part of 
. Added now, at any time 


. süch sounds are involuntary pictures of - 


“destruction, suffering, mutilation. None 


: of them pretty or re-assuring. 

= Adequate rest is imperative if war 
"workers are to carry on their work 
without lowering output; rest is neces- 


à 


may be denied them; rest is indispens- 


able to the countless women who main- 


.tain home life under difficult circum- 
stances; in short, rest is needed by all 





_ Workers factory transport, office and 


$0 0n. .- 
Ear plugs. as a remedy are becondue 
"4ncreasingly necessary. | At the head- 
s quarters of the Industrial Health 
search Board in the School of 






sary to children who continue to grow 
fast even though a sound night's sleep. 


look Ike round blobs’ pushed 


iene and: Tropical Medicine are i 
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ear drums. 


a well known company seem 
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"Phone: 
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specimens ab ear .plugs. ranging from 


a. fairly intricate type which costs 


between four and five shillings a pair 


down to ordinary plugs, of wax and 
cotton wool. 


Only Properly Designed Ear Plugs 
Are Efficient 


. Wax however melts. 
becomes dirty. It may easily infect the 
Some rubber ear p | 
merely ugly.- They stick o 









ears. One type, however, int 


most practical since it isa rubb - 
anatomically designed, not only 
d inside of bis ea; but Also to he 
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DUPLICATOR CO. LTD. 
ASTOR HOUSE, 
LONDON, W.C.2 


Hoih. 
M AK ERS OF BRI T ISH D UPLICATING E QUIPMENT 


reteset imt renean smi pair 


Cotton wool 


^ becomes much less acute, but 
ats effects remain and are revea 
. by ob jective measurement. 

plug noise is to the human mechan: 
to fit ! 
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No process or appliance has yet 
devised or invented to produc 
perfect Du plicating than Ellams range 
Duplicating appliances. | 


For nearly 50 years th 
,money and scientific 
entire Company have 
the RE s of D D 




























varying pri: 
Flat Bed Roco 
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Ellams Cahan Papers achieved popu- | 
larity some forty years ago because-they’ 
were the first Carbon Papers in the 
. Woftid to be clean to handle and 
smudgeless in operation. E 













To-day these things are taken for - 
granted and the outstanding attribute. 
which causes so op users to insist ono.» 
Ellams. Carbons - Economy — NOT 
cheapness. in det cost’ but Long Life ; 
you can use them time and time again. 
They will still be. giving good service 
when two or even three lots of Carbons 
of lesser quality (although not greatly 
_ less in price) have had their day. 


Write for fuil information. 













ALDWYCH, 






5365, 





















FOR so YEARS: 


snugly and inconspicuously | 
visible part of the ear. : 

Discussing the question of whe : 
personal -immunity from noise can f 


dn oc 


established by factory workers 
Board says in. its report: “Toler rance i 
noise can be established in son 


measure, but chiefly in a psyel olo; 
sense. It is possible to becom 
accustomed to noise that consc 
of its subjective effect- 
annoyance, — distraction-—ceas 








much as excessive friction 
machine—-it wastes energy." 








| meth ide to MeN 
‘dally in engineering, 
similar industries, 
Owing to the 
| development and the fact that the: sy 
with which any method of production 
can be put into operation, 1s of primary 


vital "dies i^ 









any | 
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a rene, n 
ime. No. obligation. 
| write to :— 





adaptations or improvements 


methods 


are 
FA eng 









pary we ees 


With. this in I TIAÀf 
o1 experiments. 


Sanduct a series 
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The Great Metropolitan Flooring ep 
A ineton 3t. S WI Sloane 0877 e] 
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LONDON'S BLIND 


BY BUYING AND USING 


'he ‘V’ Stamp 


This table gives details of . 
the nine tests conducted to 
prove efficiency of new 








. hod. The average namber 
- of man-hours saved in the 
tests was 21.712 










increase in welding speed. It was de: ided 
that the line of research should. be bound 
by the following limitations :- 
(1). that the: aes would | 
NAE personnel to be used; 
(2) t 


enable 


but preferably 
"sed: 
mac hines 


increased, 
| stantially decre 


(3). t that existing and 


x 


a i; 1 M" 


of a nature which could be 





: . fabric ation in the works. them- 
se s 

o that. . the. process cou ld. be: appl fed | 
“fo all types of firms and to shop as 


well. as yard work. and. site ;fabri- 





t December, 1941. Price 1d. each 
ease include 244. stamp for return 










the Basis: of. E xperiment 
- Was. Determined | | 


ES elding, 
with heavy 
whilst these = processes 









armament amd other 


rapido 
oeed - 


- due 
unportance, the most successful methods. 


OM. 
rather than | ME E | 


'as tà 
the possibility of obtaining a substantial 


of Test. | 


electrodes compared wj 


hat the cost of production was net | 
| sub- À 


aip- | 


Pa Such UT ane 


obtained with reasonable delivery or | 


jh à view of these limitations. a ambes at SEME 
processes-and methods such as automatic] 9 
the use of very heavy electrodes | 9e*0te 
currents, were rejected as, | MMe 
undoubtedly will LN 






sed prea ichan: they do not d 
1 the stipulations referred io ms 









hr feit the following possibili ities for. M 
investigation : (a) the^use of normal elec« 
trodes with increased currents and- 
operating. speeds; ani (b) the use a 

electrodes with a high depositing. peed : | 
to the type of coating employed. == 

Investigation. of the theoretical depositing ^ 
speeds of such electrodes showed. that 

results were likely to be obtained which 

were so striking that they justified a 
complete investigation, o. Mus 

Having arrived at^ the ^AMeoreticál 
solution of the problem, the next. step to 






man- - 







| Average | i i 
| hours saved Average per. 
(based on centage o f Average saving 
| average o f saving (based in’ wages—at 
slowest a n d on slowest and - A per. hour. - 
; fastest normal | fastest times). ot 
|, 9lestrodes), ;— 5——— ocu 
| | VE EENIC (ud 
9.305 32.970 030 
10.278 21,2% 1,02 
11.805 24.1% 1,180 
15.972 38.7% 1,597 
24300 20.19% | 2,430 
17.222 i 21.1% 1722 | 
11945 83196 LIO4. * 
43333. . 27% 4,333 | 
51.250 — ^| 46% 5,125 
deside e was bas specificatior | ieh SM 


mal ty pes. 


So as to eliminate. the human element, 5| 
























Since it is obvious that the actual amount” oe 
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of deposited metal will vary to a certain 
extent -with individual welders, it was 
decided to base the speed of a rod on a 
definite weight of deposit in a given time. 

As it was essential to obtain tests that 
could be easily compared with results in 
practice without unnecessary elaboration, 
the theoretical depositing efficiency, power 
consumption, efficiency of the welding 
plant, extra time, cost of current, welding 
arc and energy in watts were not incor- 
porated in the tests. But an efficiency test 
was carried out on all the electrodes used, 
so that, if necessary, a more elaborate 
form of findings could be presented for 
those interested more in the theoretical 
side than the practical increase in pro- 
duction. 

The efficiency test consisted in taking 
three of each type and gauge of electrodes 
that were employed on the speed tests, 
removing their coating and weighing the 
core wire, the total weight of the three 
selected electrodes being divided by three 
so as to obtain the average weight of 
steel in each électrode. The electrodes 
were then deposited at the  makers' 
recommended currents on suitable bases 
of steel which had previously been 
weighed to an accuracy of one gram. 
The increased weight of plate after 
welding was then taken after allowance 
had been made for the weight and length 
ot rod remaining in the holder, as this 
portion was weighed with the test piece 
on which it was used, 


Stop-Watch Check Made to 


Ensure Accuracy 


Test pieces of mild steel plate were 
taken of various thicknesses, namely } in., 
& in. and $ in, each piece being slightly 
mm excess of 12 in. long. The plates were 
weighed to the above accuracy. A large 
number of pieces were prepared so that 
fillet and butt welds could be carried out. 
The fillet welds were made to two stan- 
dards. One had a reasonable. throat 
thickness such as is common practice in 
many works and suitable for a large 
number of ordinary production work. The 
other had a full throat thickness to comply 


with British Standard Specification No. 
538. * * 
After welding the test pieces were 


theroughly cleaned and accurately weighed 
so as to ascertain the amount of deposited 
metal. Exact times were taken with a 
stop-watch of first grade accuracy and 
the operating currents measured by an 


@éxternal amp meter. 


New System Gives Saving 


Varying from 33—46% 


The average percentage saving based on 
the slowest and fastest times in these tests 
was 30 per cent, and the highest average 
percentage 46 per cent, the latter fizure 
applying to the heavier plate. All these 
figures have been proved by the most 
careful tests. 

In one million feet of weld the average 
of nine tests shows a saving of 21.712 
man-hours with a maximum saving of 
51.250 man-hours, again based on one 
million feet of weld, but without taking 
into account de-slagging times or electrode 
efficiency. 

After the tests, all the test pieces were 
carefully examined to ensure that the 
figures shown in the calculations were only 
taken from satisfactory welded pieces, but 
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as the whole oí the test pieces proved 
t9 be satisfactory, the findings from the 
tests can be taken as conclusive proof 
that these results can be obtained by anv 
works who desire to increase their welding 
production, without having to alter their 
existing equipment or train operators in 
an entirely new technique and methods. 
In conclusion, we would once again 
emphasise by the following examples the 
enormous saving that can be made. Let 
us suppose-that a general fabrication shop 


has a large contract to carry out involving : 
1 million ft, of 1" plate, fillet weld) normal throat 
2 ,* Lhd LAJ d s. 


A " thickness 
0 o5 »» 1". but wed 
The percentage saving would be as 


follows * 


On. the" 3^. plate TAE A 32.9*,, 
s , " s. 5 $à Veeshrhteteasesseces 88.7% 
r ol j" rr CORO Cree a besten ates 46%, 


Assuming that the average wages for 
a first-class welder are 2/- per hour and 
that the overheads on labour are 150 per 


Write to the Systems Department 


> BLOCK & ANDERSON LTD. 


oe MILL HOUSE’, TRUMPINGTON ROAD, CAMBRIDGE 
Telephone: Trumpington 305 (3 lines) 


Branches at Belfast, Birmingham, Bristol, Cardiff, Glasgow, Liverpool, 
London, Manchester, Newcastle, Nottingham, Sheffield, Southampton, 





cent, then the saving on the above work 
alone would represent £16,716, apart 
from the saving in man-hours and pro- 
duction in a far shorter time. When it 
is realised that even this figure would be 
increased in. many cases, due to taking 
into account electrode efficiency, the 
solution is obviously one that should. be 
adopted by all firmis interested in welding 
fabrication, whether the quantities are 
large or Small, because the savings are 
still proportionate 


We regret that, owing to a printing error, 
the price of Ellams M.10 automatic electric 
duplicators was given in the description 
published in our Annual Business Equip- 
ment Survey (BUSINESS, September, FO4.1 J, 
as 58 guineas, The figures had been trans- 
posed and should have read "8s guineas.” 
This price, incidentally, excludes purchase 
lax, 
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caterers. The first method in my opinion 
lis perferable, as the canteen is then 
operated under the scheme of a general 
welfare policy and seems to be a 
practical expression of the firm's 
interest in the comfort and well-being 
of its employees. In these circum- 
stances, in certain cases, it is possible 
to supplement the canteen staff during 
rush hours, and also when the staff is 
depleted through sickness, from women 
employees from the works. 

The manager or manageress must 
have a sound practical knowledge of 
all the aspects of canteen. adminis- 
-tration — perferably domestic - science 
trained or having exceptional cooking 
abilities. 


There Must be a Flexibility of 
Duties | 

























demand by Air LIA: and other con- 
ractors for use on metal, plastics, etc, «s 
well as on glass and other containers and, in 
larger sizes, for window advertising at home 
and. abroad: Produced in durable paint, 
Xhey give lasting service and are easy to 
ply. Delivery is speedy, of any size or 
lours including white on black. 


METAL ADVERTISING PLATES 


We have a stock of 3,000 metal advertising 
: plates, 29/x9", which can be paint printed in 
"any desired design. or cut to make two or 
more designs : : also 2,000 circular showcards 
, with squz e base (137 diameter by 15" high). 
Any design can be printed in brilliant paint. 


MW you ve any Obsolete material let us 
“quote you for re-surfacing it wholly or in 
“part. (Patent No. 535755). 


B WRITE OR PHONE FOR DETAILS— 


TRAPINEX LTD. 
.8 Commerce. Works, 


43 Commerce Rd., London, N.22 
O ow ES PARK 2:05 NR 


Be Fhe eb tnt iin cee etree M MCI CET TUNI E theese CR EN D ERU RN 
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The popularity of the. canteen 
definitely depends on the atmosphere 
created by the staff. Good relationship 
can be fostered or hindered by qualities 
of leadership. 

Duties of canteen staff can scarcely 
be rigidly fixed, except perhaps for 
cooks. For example, the duties of the 
waitresses and service hands should be 
elastic, as they may be required to 
assist in washing up and cleaning the 
kitchen, or similarly kitchen hands may 
be required to help im .the service 
during peak periods. It is, therefore, 
important that the staff should be 
informed when being engaged what is 
expected of them, and it should 
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et charge; 24% discount for. 3 insert 
/$, 109, for 12. 
Insertion: Display panels 25/ 
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jately efficient Secretaries 
Zhorthand-Ispists anü Bookkeepers. £3 © 
(No fee to Employers). FINE'S AGENCY, 
Praed Streek, bg i: ER PAD 32803. . d e 


AVAILABLE imme 
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KEMCLO’ o Co. 


55 Netherwood $t., London, N.W.6. 
XT MAIda Vale 1331. : 
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(Continued from page 26), 
flexibility is necessary 4 
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emphasized that a. certain amount of E 
ensure the. 


smooth running of th een service. 


It i: my principl 
( mplex- and to obviate the 
idea from the girls’ minds that they are 
merely washers-up, kitchen drudges, or 
table scrubbers, and to-inculcate into 
them that they are all members of a 
team whose object is the provision of- 
suitable meals for our workers, which. 
is extremely important work. 


A Canteen Staff Can Produce Its 


Own Uniforms 


On the managements part, it 18 
worth while to give consideration to 
the welfare of’ the canteen staff in the 
of providing protective clothing— 
overalls and caps. In this direction 
we obtained the services ot a woman 
who has had many years' experience 
in dress designing and tailoring and 
bought a small sewing machine which 
our maintenance department equipped. 
with electrical power. All uniforms, 
caps and table covers are made by this 
woman. | 

At the aek vi the present war 
it occurred to me that it would be a good 
thing -to institute classes at the works 
for  cookery—both ^ practical and 
theoretical. 1 arranged, in conjunction 








"with our works continuation school, to 


give lectures and demonstrations in the 
theory and. practice of cooking during 
the evening to my staff. and also to 
those of our female. staff. Wtside the 


canteerr section. 


jon. oo Ex. Govertinient and 
Woop ‘OFFICE. FURNITURE, IF- 
BINETS, DESKS, Garp INDEX 
PLAN CABINETS, NEW. AND 
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: The 8 Simplest Portablo Adding, Listing : 
: Machine - Ma es of Modern. 
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Delightful to use. 








Busy ‘office, “no "on , hegus ete, £2 25. l 


Bargain in 
"VISIBLE INDEX 
SYSTEMS 


Ask for Sizes and Capacities 


Ca l cul ato ors, 
Cashiers, 
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lressers, 
ol. to add to £99,999 108. 114d. 
ini iid Metis models, ih or, itteni Duplicato rs, 


: No Modern Office a afford to be without one. 


s |" No MORE ERRORS-JUST USE THE Typewriters, 


SH GUARANTEED ADDOMETER 
| Rapid Autóniatio Addition and Subtraction. St | $ fe 
|a on Pet Pe ted Icio ie eel Safes 
and Furniture 





FOR POCKET OR. DESK. 
So Simple Anyone can use it. 





USE ORDINARY STAMPS & 
SAVE 80°, IN POSTING TIME | 


And let your business-getting letters look 

a like personal letters with actual postage 

Bua stamps by using the TAPPIT stamp affixer. 
kiat AiR ia} à T be Bae Cheaper and quicker than a post cen 
30/- post free. m al stamps fixed, checked and. counted: Ic 
É one operation. British made and | guaranteed, JE 


In Plush-lined, ducoid case. 
Size. 11$ X22 Xi in, 95/- post free. 


dH When ordering state for what purpose 
required, Also a cheaper pocket Adder for 
i SEN figures and Indian money, in case. 
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“ELIMINATE LOSS AND FRAUD BY ie 
USING A “SAFEGUARD” THE GEST IN T O C S d e 
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| Used by leading Banka and firms. Do you ‘ 2E. hr e mun b x 
d realise that an altered cheque is your own ; 

tS, ability? Price £12 12s For "m “ealeulations. 
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| TAH makes ot. Sheaue Writers at half usual Help the ar r Effort ' adds and. duris id 
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In Factories, Docks and. Yards where ther’ are. Gantry : j 
Cranes, an Escape Ladder is a necessity. All Gravity Ladders 

are made entirely of STEEL and « can be brought into use 

in an instant. — 













The raiders are xiverhead. The current. ‘is cut off. The’ 4 
driver simply lets the Escape down to the ground where it 
remains to give EASY ACCESS TO THE CABIN after i the All | 

. Clear has sounded. 2 







i The Instant Fire Escape, always db for use, r igid and 
m. fool- proot | 

















v a PACKAWAY PORTABLE THE GRAVITY LOFT SLADDER. 
. Folds. to suitcase size. - Essential where incendiary bombe: 
C. The perfect ladder for. ARP. and have to be dealt with. — 








Rescue Parties, 0 : "wire in “position: 








put an end to lost produc- 
igh weariness. Output im- 
reases and is | : 
Chairs and 
cally designed to gi : 
upport and eliminate fatigue and ` 

They are comfortable 
urdily built to giv 
years of  satisfzcte 






One Machine does the work of Two 


Continuous Form Billing i in addition to regular typing 

















Your typewriter actually does the work of two machines 
| when used with "FPanfold" Continuous Form Adapter, 
| because the many time and money-saving methods of the 
| Continuous. Billing Machine are added to all the 
advantage ar typing, - ] 
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d to- di for informative literature 
ealing with EVERTAUT Steel Works 
Seating toim 


ERTAUr 


att tel 


prietors J.B. Brooks & Co.Ltd. 


EEL WORKS SEATING ) ^ d 
ORTH CIRCULAR ROAD, LONDON, N.W. 2 


EVERTAUT LTD. MADAL ROAD. PERRY BARR. BIRMINGHAM. 22 Telephone : GLAdstone 5477 3 lines) 


obnnsievk- 


E "Fantold'" Continuous Forms typed over our Attachment 

: effect savings in Billing time and costs, ranging from 17%, 
to 78%, without affecting the operation of the typotriter 
for regular correspondence and other purposes. 






"Fanfold" Adapter places no strain whatever upon the 
typewriter carriage; because of the very simplicity of con- 
struction and operation there is nothing to get ont of 
order, 
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HEN in August, 1914, Great 

Britain declared war on Germany, 

very few people foresaw what was later 

to prove a very serious embarrassment 

to business executives and office managers 
—a serious shortage of office workers. 


The difficulty was not felt immedi- 
ately, not in fact, until the big response 
began to the appeals issued by the 
Government that women should play their 
part in war work. How that appeal was 
answered is a matter of history, to many 
of us it is a proud recollection. 


As women passed from many different 
callings into the various forms of war 
service, a situation developed in which, 
through shortage of staff, the conduct of 
office work became more and more 
difficult. Women clerks, and especially 
the highly trained shorthand typists, 
became almost unobtainable, and business 
correspondence was carried on only with 
great difficulty and often with serious 
delay. 


History has a way of repeating itself. 
What happened in the years 1914-18 is 
happening again today. But just as the 
rush of women into war work is today 
on a far greater scale than it was then, 
so the difficulty caused by their with- 
drawal from commercial life is certain to 
be aggravated as time goes on. We were 
officially told quite recently that the 
Ministry of Labour wanted another 
150,000 women before Christmas; what is 
going to be the effect of such a with- 
drawal of labour, much of it from the 


help to 
keep our business offices going day by 
day? 


classes, already depleted, who 


Already female office labour is at a 
premium: already, as in the last war, 
shorthand typists are hard to find and 
hard to keep, The shortage is increasing 
weekly: there is every indication that in 
days not very far ahead it will become 
acute, 


The shortage of office staff during the 
years 1914-18 gave a tremendous impetus 
to the adoption of the dictating machine, 
which in those days, if not exactly a 
novelty, was far less widely recognised 
than it is today as an integral part of up- 
to-date office equipment. Thousands of 
business men then learned for the first 
time that the Dictaphone was not just 
a fad or a “new-fangled idea" but a 
sound and practical means of handling 
business correspondence of all kinds, an 
invaluable help to the busy executive and 
a very real compensation for the 
increasing loss of staff. They were, in 
fact, forced by circumstances to seek "the 
better way of doing things." They found 
it in the Dictaphone, and today there are 
hundreds of Dictaphone users who owe 
directly to the labour difficulties of the 
war years their introduction to a method 
of saving time, work and money, which 
nothing would now induce them to 
abandon, 


History, as I have said, is repeating 
itself, What we of the Dictaphone 
Company saw between 1914 and 1915 we 
are witnessing again today: the Dictaphone 
is more and more being brought in to enable 


THOMAS 


(Managing Director of the Dictaphon 





By 
DINON 





staffs depleted by war demands to carry 
on efficiently and to handle a volume of 
work which would otherwise be far 
beyond their powers. 


"Without the Dictaphone we should 
have to increase our staff” is a tribute 
with which we of the Dictaphone are 
very familiar, and it bears a message to 
those who are not using the Dictaphone 
today. To them it means simply “You 
could carry on despite staff shortage if 
you used the Dictaphone." 


That is indeed the fact. Because it 
saves so much time and so greatly 
increases individual ^ output, thereby 
improving personal efficiency to a 


remarkable degree, the Dictaphone goes 
far towards solving the staff problem. 


History is repeating itself ! 


POST TO-DAY 


THE DICTAPHONE CO. LTD., 


Kingsway House, W.C. 2 
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PHILIPS LAMPS LIMITED, CENTURY HOUSE, 


SHAFTESBURY AVENUE,’ 
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.:. PLANNING | 


ay is for PRODUCTION, MORE PRODUCTION and STILL MORE PRODUCTION. 
greatest volume and its lowest cost, and this means that every facility, in the way of - 
hines, must be measured and.assessed against demand in the form of operational time, ete. 1 
creation of a Management plan and the employment of such Management Methods and =; 
t as will-provide correctly and quickly just that data on Purchases, Stocks, Departmental . 

ess, Maintenance, Costs, etc., which Managements need to reach speedy, accurate decisions. |. 
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LET COPE-CHAT HELP 
The creation of such a plan and the provision of the necessary methods and equipment is just t 
of job in which Cope-Chat specialise, whether it be a comprehensive co-ordinated plan foralarge 
or merely the bringing “ up to scratch °’ ofa ‘‘ backward " department. | 
Cope-Chat methods and equipment cover Machine Posting, Visible Records, Punched Card Systems, 
‘Loose-Leaf, Continuous Stationery and Manifold Sets and Forms of all kinds. Cope-Chat have 50 years 
of intensive experience and many hundreds of satisfied clients of all sizes in many industries. They 
can co-operate with you to your advantage. + Pe ciae 


| way nor | THE COPELAND-CHATTERSON C 
5. ]e GALL IN Exchange House, Old Change, London, E.C 
i COPE-CHAT — |. BRANCHES THROUGHOUT GREAT BRITAIN. 
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THE TIME RECORDER 
THAT IS DIFFERENT 


The International 





Sm e ow 


veles trie 


TRADE MAAK 
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E] time faster 


One hand— one action 





€ See the quick comparison the workers can make between the actual time 

and the time recorded. An exclusive featur ensuring Accuracy, Satisfaction—and Speed, 
9 There is absolutely nothing to do but place the card in the Receiver and 

the record is INSTANTLY, correctly and automatically made. No bars 

to strike, no handles to move. Again ensuring Accuracy, Satisfaction—and Speed. 
€ The record is on the front of the card, so the operator sees it instantly and it 

can only appear in its correct position. Again ensuring Accuracy, Satisfaction—and Speed, 
Q 


Automatic Supervision keeps the Recorders always to uniform correct time, 


however many machines may be in use. Again ensuring Accuracy, Satisfaction—and Speed, 





INTERNATIONAL EQUIPMENT OFFERS all that you 


Please send without charge : x i : 
s SAES: want in Time and Production Control, and there are 











Folder No. 283/1 describing the 
Superelectric Time Recorder, 

| | Booklet 325/1 dealing with the 
Time Element in Costing. 

| | Booklet 230/1 describing the 
Supervised Electric Time System. 


[| Booklet 334/5 dealing with 
Production and Progress Control. 


thousands of users to confirm the accuracy, satisfaction and 
speed such equipment gives. You will find International 


time experts and servicemen available wherever you are. 


Tick the items that interest. you. 
Put your address below and post. 


INTERNATIONAL TIME RECORDING CO. LTD. 
sera seed ane teks ls E E T, DE AER piel INTERNATIONAL WORKS, BEAVOR LANE, LONDON,W.6 


E A nive nV e na reu Een enn Eo etre rhetor | West End Showrooms: 112 Strand, W.C.2. TEMple Bar 5841 


is INT IAA RIS N arrepta ia e V rr ad eyenssdGsiecA Branches ; - - - Birmingham, Glasgow, Manchester, Newcastle-on-Tyne, Leeds. 
J317-9 
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W: common with most other firms 






ce time production to work of 
al importance we found, at the 
outbreak of war, that our existing 
systems would not give us the volume 
-of production demanded by Govern: 
ment departments. This must not be 
aken that our ordinary organisation 
'as not of the best—it was. We were 
sidered to be one of the leaders in 
particular branch of electrical 






















or hold. such a position without pro- 
duction methods which could stand up 
..to the most strict competition. - 

' But to convert the whole of our 
works at very short notice to the pro- 
duction of material very different from 
that we had made for years did impose 
a severe strain on the. whole of our 
organisation. - /as Tea ad: at once 
that we could on ope wi h these new 
conditions by completely ré-organising. 








(a We Planned to Give Each Method 


a Clear Field 


1 The changes we were compelled to 
make when we undertook this new 
^o work- for the Government gave us 
-plent of opportunities for trying out 
ethods of speeding up production. 
ealised, however, that to experi- 
of different 













h a number 
at one time would not give us 
ny hint as to which of these were the 
most. ‘successful. It was, therefore, 
-decided to proceed slowly, trying out 
. only one new method at a time. "Fach 
^. of these was to have a clear field for 
six to eight weeks, unless it was clearly 
obvious within a period of about half 
this time that the new method was a 
failure. 
So far we have tried out nine 
. different methods, and every one of 
them has been instrumental in. stepping- 
n. WP our output. Over the period of 
-eighteen months which has elapsed 







- we have been able to step-up production 
-per labour-unit by 45 per cent. 
‘following table shows, the earlier 
methods employed produced a larger 
Increase than the ra aces out 


lhese Nine Methods Put Our 


ho had to turn over from normal. 


ngineering, and no firm could achieve 


_ since the first system was introduced | 


As the 








| nine methods. used to step up production by 4 


' lighting; IV. Careful. selection. and grading of 
m conditions s. VIL 













tion of E E very ; Init e abour by t 
Most Congenial Methe ods X Possibi 
this Firm tried each of tl 
described at Intervals of T 














. By the Works Director of a Leading 
. Electrical Manufacturing Company 















The der of the two: pend above show the E 


ing percentages o success are shown indi: 
Ronan: figures relate to the following method 
control and materia chasing; Il. Better progress: 













VL Music at work; Vi 
yImproved E. x amd IX. 


easily to ‘the nee efforts 
le t create” this step-up, than to 
-which come when the worker is 
orking ‘almost at his or her peak of 
oduction. 
-The second is that we tried the more 
bvious methods first and that those 
ystems which came later in the list 
would, at any time, have given us only 
-small increase in production. The all- 
nportant thing is, however, that every 
nethod did produce results. 
The methods we tried were the 


following : 
Increase in Output above October, 1939. 
















































mproved stock-control and 
material chasing . 7.65% 
Better progress control s. 5.85% 
mproved lighting, including - 
local lighting units and more 
“fluorescent tubes E 5.4% 
Careful selection and training of 
prospective employees 6.759 
iproved conditions for employ ees 8.1% 
sic at work bas .. 61.8% 
lore rest pauses " sul 29% 
mproved medical services and 
conditions . 2.7900 
ict control of absenteeism 4.05% 


‘ean, of course, be argued that 
ese figures prove nothing beyond the 
t that they each resulted in an 
crease of output and that had they 
been tried out in a different order the 








. women, is a prime “necessity, 


cannot afford. 


E a struggle for life and victory. 


. endeavours. 


p point 


"The full utilisation of our man-power, including the employment of 
Skilled workers are so valuable that to misuse | 


. their skill or to keep it inadequately employed, is an extravagence we 


: Not in the light of our peace time standards and requirements should 
we view our undertakings but in the light of their place in the great machine | 
upon which the Government is dependent for the wherewithal to continue 


: = Above all we need to remember that EFFICIENCY is dependent upon um 
understanding, that understanding is based upon knowledge and, therefore, 
that: perfect co-operation which will give us the increased output we need, 
calls for the dissemination of knowledge over the whole field of our 


Yours sincerely, 





Parliamentary Secretary, Ministry — 


is that every: r: 10d, 
resulted in a step-up in “production, 
which was what we were aiming at. 


Peace-time Storage System Was 
Useless for. War Conditions 


In peace-time our factory was 
planned so that there was a steady flow 
of material in at one end and the 
removal of finished product at the 
other to a number of warehouses all 
located at distances from five to ten 
miles from the main factory. Materials 
arrived regularly and there was very 
little trouble due to shortages of 
essential raw materials. We began to 
feel the pinch resulting from various 
materials being in temporary | short 
supply very e early in the war and, for 
this reason, we coupled our desire to 
step-up production with a system which 
would, we hoped, ensure a fairly even 
flow of essential material to the factory. 


Provineial Sales Staff Used to 
Chase Materials 


We had a number of branch sales 
offces in various parts of the country 
and, of course, with nothing-—or very 


little—to sell these immediately became 
.redundant. 


In the autumn. of 1939, 
however, there was not the urgent c all 
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of Labour and National Service. 


extensive lighting | 





| them out. into à labour marie! that Wa 


already flooded with thousands of. 
others who had lost their jobs through | 
the slump which came in. with the war: 

So, these salesmen scattered around 
the country were put to work in 
helping the manufacturing - side. get 
their requirements. They were. 
extremely successful and we can claim | 

a lower figure for hold-ups owing to 
aie of raw material than most. 
other firms producing similar poe 
to our own. 


Local Stock Rooms Proved Mara 
Successful Than a Central One 


. With the assurance of a constant | 
flow of material into the factory, the 
next problem was to readjust eur 
production lines to meet the demands of | 
the new type of product we were 
making. Our old lines had to be com- 
pletely rearranged and with this re- 
planning the former stock-rooms were 
found to be unsuitably placed. Every | 
inch of factory space was valuable and 
it was decided, therefore, to remove the’ 
main stockroom right out of the 
factory and to carry only enough stock 
inside to cover two days' Slice 

A large house, nearby, was converted’ 
into the reception -stock-room and |. 
regular deliveries were made from this —— 
to the series of distributive stock-rooms 
established adjacent to each of the new 
production lines. By restricting the 
number of parts carried in these stock- 
rooms to the requirements of the single: 
line they each served, it was found that 
the time taken to draw stock and move. 
it to its required spot on the dut. 
line was reduced by over 60 per cent., 
while the constant check on the full 
stock of each separate part or quantity 
ot raw material enabled the stock - 

“chasers” in the provinces. to be | 3 
advised in ample time when they 3 were: 
required to speed up p of. our. 
suppliers. 


New Progress Control Method 


Proves Effective 








At the end of six weeks the check: we 
made showed that the net increase in. 
production during. the period was 7.65 
per cent. for every labour unit. 50, we 
decided to retain these two schemes and 
proceed with the next method on our 
list. This was an improved system of. 
progress control — and .natürally. : 
followed on the change-over in produc- 
tion methods that had been forced upon = - 
us. 
describe this in detail, but it will be 
sufficient to say that with this new 
control we were able to abolish all the . 
bottlenecks which had crept in since 





the outbreak of war, and it actually. 


stepped-up production by another 5.85. 
per cent. 


With the replanning of our r produc- 2 


tion lines it was found that much of the 
installation which 














There is not the space. here to; « 














which "there was already a certain 
shortage, we decided to adapt the 
. wiring to our current needs. In place 
.. of many of the overhead lamps, which 
incidentally had given every worker in 
our factory at least 15 foot-candles of 
illumination in peace time, we intro- 















Fluorescent Tubes Improve 
. Factory Lighting Conditions 


. In other parts of the factory we 
- satroduced the then brand new fluores- 
‘cent. tubes, which provided almost 
shi dowless . lighting throughout the 
“area they illuminated. Beyond the cost 
a of installation of the local lights and 
. of the fluorescent tubes we were not 
involved in any extra cost for new 
equipment, and we have our old 
'omplete | wiring system to. revert to 

en. we are permitted to return to 
inary peace-time production. Within 
‘o months of the introduction of the 
new lighting our output had increased 
by a further 5.4 per cent. bringing it 
^ «to 18.9 above the figure for October, 
i .1939. E 
_ We then proceeded with a scheme 
for the better selection and grading of 





















“>e the new workers we were compelled to 


take on to cope with the Government 
contracts we had received. For many 
=<. years we had put every. prospective 
Svo employee through a stringent set of 
-te o decide his or her ability for 
ypes of work -in our factory, 


k “Psychological” Grading of | 
Workers Proves its Worth 


| ` Apart from a general intellig ence test 
we conducted a- number “of _tests 



















B popularly called - "psychological exam-. 


nations." These had proved extremely 
i sful in grading applicants and 
ely indeed had the results of 
sguided us as to the abilities of 
er. War-time conditions, how- 
id not permit us to be so rigid 
| our demands. It was obvious that 
^ Wwe could not refuse employment to 
many women who could not possibly 
have passed our stringent tests before 
the war. 
A modified series of examinations 
were, therefore, devised and with these 
. we were able to sort out all new 
= workers and place them on work for 
which their intelligence and 
showed them to be most suitable. To 
gauge the value of these tests a certain 





percentage of newcomers were not 


'.. called upon to pass these grading tests 
> until two months after they had started 
= work for us. A comparison of output 
` of graded and ungraded workers 
showed that the. former were turning 
out. 675 per cent. more work than- the 









ng Dem equipment, of arrangements ‘had to be Koad, 


Which à a number of local light units: 


workers. 


relayed. 
increase in this case showed only 1,8 


ability 


i methods. 





careful check was kept at every step 
and the workers themselves were 
questioned as; to their views on the 
new welfare amenities we provided. 
The canteen was replanned, since many 
of our new workers were having to 
travel considerable distances to the 
factory, while, of course, war produc- 
tion had involved longer hours and 
created a demand for extra meals. 

Several other revolutionary ideas 
were tried out and met with an eager 
response from practically all the 


arrange for special buses to wait at the 
factory gates to help the workers on 
their homeward journeys. These buses 
linked up with regular bus and railway 
services and proved to be extremely 
popular with all who used them. Our 
check on output increase at the end of 
two-months trial showed that once 
more there had been an increase—this 
time the largest individual increase in 
the whole series, 8.1 per cent. 


How We Overcome Objections to 


| Music. at Work 


By this time our production was 
nearly 35 per cent. per labour unit 
above the figure for October, 1939, and 
we had still four more methods to try 
out. We decided next to introduce the 
"Music while you work" programmes. 
These met with a mixed reception, on 
the whole favourable, and we re- 
arranged the work of certain members 
of the staff só that their objections to 
the "noise," as they termed it, were 
overcome by placing them in depart- 
ments where the broadcasts were not 
Our check on production 


per cent. But it was obviously paying 
us and pleasing many workers, so we 
have retained it. 


Longer Rest Pauses Lead to 
Further Increases 


For many years it has been the policy 
of the firm to give two rest pauses of 
ten minutes each, one at 10.15 a.m. and 
the other at 2.45 p.m. It was realised 


that these breaks were inadequate when 
long 


hours of overtime had to be 
worked. Accordingly we introduced 
two more breaks of the same length 
and moved the original afternoon break 
forward to 2.30 p.m. A second after- 
noon break at 4 p.m. was given and a 
further one at 6.30 p.m. A careful 

watch was maintained on all sections 


of the factory for three weeks after 


these extra breaks started and it was 
seen that there was am amazing jump 
in individual effort: after each of the 
afternoon pauses and again with the 
evening one. Our two months’ check 
revealed that in the aggregate the 
pauses gave us a further step-up of 2.7 
per cent. 

A similar increase was forthcoming 
as the result of the eighth of our 
We had always e our- 





ud. 


The final innovation was to larly prevalent. 


with most other firms, 







WO cent even more to meet the úm 
conditions resulting from the war. 
consultation with our works MO. 
decided to introduce a works solarit 
in which any of our workers could, i 





















the firm's time, have artificial sun-ra 
treatment.  — 
Sunray Treatment Reduces. 3 







Colds 


Absences from 







This innovation coincided with 
early spring, when colds are part 
Tt cut absences irs 
illness from our average of .68 d 
per worker per month (8. 16 days p 
annum) to under .3 days per month 
during the period of the year when t 
highest figures for absence from cold 
etc, are normally to be expected, 
avoidance of absentees in subst 
numbers was naturally reflectec 
output figures, which once mor 
an increase, as mentioned above, of 2 
per cent, 

At the time we were concluding t 
eighth test, absenteeism reared its ugh 
head very prominently and, in commott. 
we decided. f 
take active steps to fight it. We con 
sidered that we were doing all: 
possibly could to give our wo 
square deal and that the wilful 
eeism which existed must, therefor 
dealt with without kid gloves. 
reported five persistent and del 
absentees to the local labour exchang 
and they were all warned that the 
would next be summoned in a Pohe 
Court unless they were regular in thei 
attendance at the factory. 


























































































Absenteeism Cannot Be 


In. Kid Gloves 


At that timé we had an absente 
figure of over 9.5 per cent. but t 
threats made by the official of t 
Labour Exchange were publicised an 
had the desired “effect, not only on £ 
five men concerned but also on all t 
others. Our absentee figure dropped» 
under five per cent. in three weeks à 
has remained in this region ever si 
Once again the effect was to be s 
an our production chart which showe 
a further increase of 4.05 per ce 
bringing up the total increase to exact 
45 per cent. above that of eighte 
months before, when we had starte 
our experiments, A 

For the time being we are resting 
It is not impossible that we can provi 
other incentive for our workers 
increase their individual efforts 
further, which, since they are larg 


pa id on a piece- -work basis, automatt 
ally provides them with finan 
reward for their extra indus 


Whether we shall find this new © 
tive remains. to be seen, but we | 
proved to our' own satisfact tion t 
production can be stepped-up 1 
figure considerably beyond that & 
of industry er Mr. E 7 
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OLLOWING their policy of offer- 
ing readers topical and useful 
information on the most vital 
industrial problems of the moment, the 
Editors of Bustness decided to devote 
the bulk of this issue to the urgent 
need for increase in output. The need 
for this big step-up in production, 
stressed by the Minister of Labour a 
fortnight ago, found many firms unable 


to speed up their work, although their 


output was admittedly substantially 
below the standard of other firms. 
That there is no single solution is 
obvious to all. This issue of Bustness 
alone contains over thirty different 
ideas by which production charts may 
show an upward curve. Pressure on 
space alone prevents us from describing 


many more. 


The high rate of increase set by Mr. 
Bevin will strain the resources of many 


- industries but, as we show this month, 


it can be done! Business is already 
conducting another nation-wide investi- 
gation, this time into the most success- 
ful methods for achieving Mr. Bevin's 
aim. The results of this survey will be 
published in the December issue. Any 
firms interested in this subject, who do 
not receive a questionnaire form, can 
obtain details of the work of this 
survey on application to the Editor. 
For obvious reasons we confine our 
investigations to a typical cross-section 
of industry and some firms whose views 
and statements might prove of interest, 
must necessarily be omitted from the 


list. 
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MANAGEMENTS MUST GIVE 
THE LEAD 


O* all the campaigns started by 
Government Departments since the 
outbreak of war none have gripped the 
public imagination so much as Lord 
Beaverbrook’s spirited call for 100,000 
tons of waste paper, Statistics from 


all parts of the country show the 
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has been 
But there is 


splendid response that 
immediately forthcoming. 
still much to be done. 

Industry, itself, is one of the biggest 
offenders in the hoarding of useless 
paper in various forms. Every firm has 
its own files of old records, corres- 
pondence and printed matter serving 
no useful purpose and only gathering 
dust in a corner. Every scrap of this 
paper could be turned to some good 
purpose now. 

The usual excuse for lethargy in this 
matter is that the man who would 
willngly turn out this old paper has 
not the authority to dispose of it. The 
decision to clear the shelves and store- 
rooms must come from the top. It is, 
therefore, the duty of every manage- 
ment to see that instructions or per- 
mission to comply with the "*Beaver's" 
appeal are given at once. An example 
of this type has a much more far- 
reaching effect on subordinates than 
many other and more obvious "national 
efforts." A clear indication that the 
management itself is willing to do 
everything it can to help inspires most 
workers with a genuine will to get on 
with the war. 

E 


WOMEN WERE DOING MORE 
IN THE LAST WAR 


OME readers regard us as rather 
critical as to the speed and success 
with which women are being 
trained for war work. I find, however, 
that a critical attitude is justified. 
Looking up some records of pro- 
duction in the last war we find the 
following—‘“Contracts for shells will 
only be renewed, after March 31 next 
(1917) with those firms who employ 
80% of female labour on shells of size 
from 2.75 ins. to 4.5 ins. inclusive. On 
higher sizes of shells contracts will 
only be renewed if the Ministry of 
Munitions’ instructions have been 
carried out not only in regard to the 
proportion of women to be employed 
in each factory, but to the proportion 
of skilled and semi-skilled men." 
That notice was issued within 24 





years of the commencement of the war. 
Are we so far advanced or anything 
like it in the arms industry to-day? 

If any evidence were required as to 
the potentialities of women on munition 
work, these words provide it. 

By around the same date, 950,000 
women were at work on jobs ranging 
from the heaviest labour and unskilled 
operations to thë highest grade of tool 
room work. They were building guns, 
including fine work on the breech 
mechanism and the cutting of large 
screw threads up to the shoulder. They 
were doing most of the work in some 
shops on 34 ton army lorries, including 
chassis erection and inspection. They 
were turning connecting rods, propellor 
shafts on liners and in some cases doing 
practically all the drilling, In some 
aero-engine shops, women were doing 
the greater part of the turning of 
central lathes of  half-thousandth, 
milling webs of clerget on a Becker 
miller without stops and setting up 
their own jobs. They were making 
tools and gauges of all kinds to fine 
limits. ! 

So we have still a long way to go, 
to beat the records of management in 
the use of women for war material 
production in the last war. 


9 
WHY NOT A “YORK 

SCHEME" FOR BRITAIN ? 

yes is a city of 57,000 inhabitants 

in Pennsylvania, but it contains 
no single plant of enormous dimensions. 
So it had difficulty in getting its share 
of direct war contracts. 

But the chiefs of York’s group of 
individual engineering plants were men 
of imagination. They decided to group 
themselves together, for the purpose of 
applying for war contracts. If one 
manufacturer had not enough lathes 
and presses and drills to swing a direct 
contract two or three or a dozen other 
manufacturers in the town could supply 
the needed tools and share the contract 
as sub-contractors. 

Over a vear ago its local manufac- 
turers put W. Shipley, chairman of the 
York Ice Machinery Corporation, at 
the head of their project. Under this 
scheme the manufacturers of York 
were able to tender as a single organ- 
isation for war contracts at Washing- 
ton. In the first year this method of 
co-operation, of pooling plant, organis- 
ation facilities and expert personnel has 
brought the town contracts valued at 
£32,500,000. 

More important still, it has shown 
the smal] manufacturers in many other 
towns how to get their share of the 
war business. Something in this way 
could still be done in many of our own 
smaller industrial centres. This is an 
idea that some of our younger manu- 
facturers must wish they had thought 
of! 






PE 


^^. AST month we saw how Western 
Aa Electric developed an entirely new 
P ai 6f interviewing employees 
as a result of their twelve years 
QUA The report * we are consi- 
dering gives something like 120 pages 
"of.a study of the defects in even this 
improved technique. This study is based 
E NE. on the wank of ‘Psy cho- ‘analysis, 
















erviews te to i ‘Studied in terms 
personal background of the 
“of the situation in the shop 
worked, and in terms of his 
own psychological make-up. We will not 
weary the reader with the absorbing 
record - -of the company’s experiments 
i s direction. 
















This - is How the Distorted 
~ Personal Factor is Overcome 


Suppose that. A & B are dois jobs 
which A regards as similar. Then A 
may complain in the following ways 


«(he hinks) B is. earning more money 


* 
* 













: i Welation ah Ato B 
has ; Tess service than B. 


has ‘more esu eR than B. l 
AS-A : B is a woman. 
is à woman: B is a man. 





married: B is single. 


ii more- education than B. 

A is, or thinks he may be, 

| “efficient than B. | 

Ais, or thinks he is, more efficient 
| than Bs 


less 


ME "Obviously, the actual facts are dis- 
e: torted by the personal equation in 
every case. But the fact remains that 

- scarcely an employee can be inter- 
viewed who 1s not subject to this per- 
. sonal equation. Yet if the valuable 
^. evidence acquired at the 10,300 inter- 
views. with employees was to be made 
"useful these reports must be free of 













rnm merear aem a as ad a ar ay] Nga ir mrt antamanaan 


e X “Management and the Worker,” By .B. J. 
^ Roethlisburger and William J, Dickson (Harvard 
* University Press, U.S.A.), Both the Management 
' Library and the Institute of Industrial Psychology 
ave a copy available for losn to members, 

ise. the book must be eaea direct 
k erican. publishers, Ed. 










But the AME . 


describing the. Hawthorne In vestiga- 





the methods used to interpret the rea 
cause of employees’ complaints and 
to settle these grouses, are 


E: 


the distorted personal factor. It was 
found that, a certain number of 
workers get one grievancé against a 
particular foreman or charge hand so 
very emphasised in their minds that it 
becomes an obsession. Worker after 
worker was found to have a grudge 
against entire company and its methods 
of management simply because one 
foreman or charge hand had got on his 
nerves. Often the offender had treated 


A complains by saying : 
Earnings are not commensurate 
with job. 
service is not being rewarded. 
Woman's place 1s in the home. 
Woman are being discriminated 
against. 
Married employees are given pre- 
ference over single employees. 


Home responsibilities should be 
taken into account by the 
company. 


The company attaches too much 
importance. to education. j 
Brains don't count. | 
Piece rates are too low. | 


Ability is not rewarded. 


the man quita oria li in many 
instances. But the vexation had been 
established in the mind of the worker 
and nothing the foreman or charge 
hand could have done would have 
removed it. 

But frank discussion with a third 
party sometimes did. Where this was 
unsuccessful it was known that it 
would be advisable to move the worker 
to another section, 

A Method for Interpreting 
Complaints and Reduced Output 

„The, ‘researches: alse further 





throw 


tions at the Western Electric facto 


By CECIL CHISHOLM 






















light on the difficulty which evel 
has in telling the truth a iy 
difficulty not due to such 
cause as a personal relationship 
a genuine inability to look at 








is 
















clearly, How many highly e 
people are capable oi talking ob 


tively for one minute about theri 
or their s surroundings, far 
competitors or enemies? eer 
Eventually thé reader interested in tl 
subject is referred to the compi 
report. But the scheme used 
interpreting. complaints and 
output is worth reproducing 
the main causes afféc 
which a complaint 1$ expres id; 
the influences which jnferfere- : 
enthusiasm for the work and 
company. The Hawthorne inv 
tors’ conclusions were as follows: 


Ed 






















Complaints are Usually Found t 
Have More than One: Cause 





However, one of the main source 
a low output was a particular 4 
pation with either the situation at 
or the social situation in the worl 
The perfect instance of - the 
oceurred in the case of. operator NES: 
the Relay Assembly Test. The ut 
of this operator falls roughly into f 
phases, reflecting closely her 
occupation with her personal . 
shown in the table at the top of pag 

















gel 
But the social situation in the wor 
the relationship of the worker te 
own group, of his own group to 
group above it, were found to hav: 
reaching effects on output. Er 
the researchers came to — 
important conclusions as a 
their intensive and scie 
the 10,300 interviews. 
(a) Very seldom — 
complaint. due 





"Length of Phase. 


m October 22, 1928, to end January, 1929) 


t i. 


om. end ae July, 1929) 


(from énd November, 1929, onwards) 


Usually it reflects the general effect 
. of complex situation. 
(b) The analysis of such a 
|». requires an understanding of the 
nature of the equilibrium or dis- 
equilibrium and the nature of the 
interference. 

The interferences which occur in 
industry mgy be due to changes in 
the. physical environment in the shop 

(new machine, new job); to changes 

in the social environment at work 
^. (new colleagues) and the resulting 

conditions which issue from such 
interferences may be organic (changes 
. in the blood stream) or mental 
|. (obsessive pre-occupations which make 
it difficult to concentrate on the work) 
or both. , 


situation 


How the Inter-relation of Factors 
is Analysed 


The general terms iai in labour 
relation | work sich as “fatigue”, 
monotony”, “supervision” do not dis- 
criminate among the different kinds of 
1 a involved let alone among 
he different kinds of unbalance 
ne If the different interferences 
and different types of unbalance are not 
the same ill in every instance they are 


not- susceptible to the same kind of 


remedy. 


For purposes of convenience the 
nterviewers used a rough and ready 


wy-out of the forces at work (repro- 

ced. here). 

_This scheme at once does away with 
he simple cause and effect:analysis of 
human situations, substituting the idea 
f the inter- relation of effects m mutual 
ependence, i.e. equilibrium. As a result 
o serious change in one of the factors 
interference or constraint) brings 
about changes in the other factors 
resulting in a temporary state of 
unbalance until either the former 
equilibrium is restored or a new equili- 
brium is established. 

"The lines joining up the boxes in the 


diagram prove the futility of deter- 


ining what is cause and what is effect. 

The authors of this report give the 
instance of operator M5 cited above. 
Which of the following factors is cause 
and which is effect they ask: 


(a) Situation at home? 


Personal Preoccupations and Events, 


* 


Operator M5 nursed a great resentment dgninst 


strong parental control and her inability to live 
as other girls do, the general effect ot which 
takes the form of complaining frequently about 
a headache 


She begins to express more freely her preoccet- 


pations about her home to the older women in 
the group, who listen to her troubles and give 
her mofherly advice, . 


She finally comes to the decision to live away 
un ome and takes an apartment. with a girl 
rien 


i 


Because of her mother's illness, she is forced to 
return home and help take care of her mother 


with fellow workers and mpe 
visor? 

Preoccupations of futility? 
Frequent complaints about head- 
a 

Itregular and low output È 


(c) 
(d) 


(e) 


Five Conclusions Show the Links 


Between Causes of Complaints 
From the situation at the Hawthorne 
plant, investigators were able to draw 


some extremely useful conclusions. 


(1) The interferences which. occur 
among the workers at Hawthorne 
and which diminish their capacity 
to attend to work are not usüally 
confined to the physical conditions 
of work. Therefore, physiological 
or muscular fatigue is uncommon 
(see relations G, C, D, A and B 
dn the diagram). 

(2) Although in the case of some 

. employees the constraint of inter- 
ference can be traced to factors in 
their personal history, that type of 
mental unbalance which has been 
studied by psychopathologists and 
ordinarily referred to as psy- 
choneurosis is also infrequent. (See 
relations F, E, D, A and B in 
diagram). 

(3) A very common form of induced 
unbalance in the worker which 
diminishes his capacity to work 


effectively can best be understood" 


in terms in which (a) capacity to 
work, or to fix and sustain atten- 
tion, is to be regarded as a product 
of the personal equilibrium of the 
worker with the socioreality about 
him (see relations I, H, E and D 
in diagram); and (b) any cir- 
cumstance adversely affecting this 
personal equilibrium is likely to 
reveal itself in a reduced capacity 
for active work, in. obsessive 
reveries, and in irrational responses 
(see relations E, D, A and B in 
diagram). 

(4) Workers whose personal unbalance 
is due to factors in their personal 
history (F) or social situation (1) 
are less capable of standing any 
pressure at work (overtime, tepe- 
titive work, indifferent methods of 


-(b) The nature of her social relations, — supervision, etc.) (see G and H) 


Operator MS's output is  charactekiasd - py’ "pro-. 
nounced irregularity and a | failure. to deep pue 
with her fellow workers, e 


Her output commences to rise and ds 


irregular 


Her output steadies bici and remains. cat E 
a high level . mae 


ay output starts to decline and develops. its 
former irregularity E 





than those workers who have more: 


satisfactory personal or social 
situations. . | = 7 
(5) Where the social conditions 


work are such as to poer M 
 difücult for a person to Mindy 
himself or his task with any social. 

function (see H), the worker is 
also liable to obsessive responses. 
and hence to a diminished capacity. 
‘for work. E 


Control of Personel Relationship — 


1s Teachable. 


Notice that this simple 
gives a basis for analysing any normal 


dissatisfaction felt by the worker. du 7 


brief, the vital discovery of the twelve 
years research into personnel problems 
at the Hawthorne Works was just this. 
—management requires in its organis- . 
ation an explicit skill in the diagnosing — 


‘of human situations. Many a personnel 


‘many a. welfare worker, 
sometimes a manager or foreman has | 
an implicit and intuitive skill in 
handling hüman problems. Every 
successful administrator has a flair. in 
this direction. 
But in a great concern ‘such skili 
must be found where it is wanted, in - 
everv personnel official. Therefore it 
must be teachable. As a result of these 
experiments, Western Electric has à 
method of controlling. personnel 
relationships. which it believes is teach- 
able. . 


manager, 


The Field of Duties of the 
Personnel Adviser 






df he new technique 
appointment of a new type of off 
the. personnel adviser. 


300 workers. He, | 
interview method outlined last month. — 


The personnel adviser has no authority o 
nor does he make. MX 


over the. worker, 
suggestions as to changes in conduct... 


What he does do is to interview each : 
‘member of his own group at least once 


a year. When it is observed by a fore-. 
man or fellow workers that some . 
worker, is. s; thoroughly: m the da 3 









diágéam 








Every adviser (> 
is responsible for a group of. around us 
or she, uses the - 




















company). “The solution of the problem 
may require the co-operation of the 
foreman.. This the adviser secures 
presenting - to him clearly the real 
difficulties of the worker. 


1 hé: Personnel Adviser is in the 
Same Position as a Doctor 





























e is found in A that the 
‘greatest amount of dissatisfaction 
occurs in a factory w hen a change is 
. made in process, when the workers are 
moved from one shop to another, when 


changed, when a new foreman or 
charge hand is appointed. From his 

nique position, it is found that the 
personnel adviser can often ease all 
these situations because he knows each 
of.the. personalities involved so well. 








the new. foreman by telling him about 
‘the people he is working with, about 
he methods of the last “foreman that 
vere successful. 
ople are moved from one shop to 
= another, he is easy of access, is able 
(fe explain difficulties to the newcomers, 












3 








of 


; IE 1 main finches of the Jane 


. company concerned with the 
.necessary labour to maintain efficient 
. production. That function continues in 
wártime, with this big difference—the 
Ministry of Labour and National 
Service 3 is tlie arbiter where and what a 
"petson shall do, and the Employment 
Dent becomes the intermediary 
between the Ministry and the Factory, 
- both in the engagement and the leaving 
of an employee. 

The basic problem today, which is at 

















lead to disputes and arguments, 
‘whether individually or collectively, is 
that the worker considers war w ork to 
- be for the duration only, and that when 
? peace i$ declared the pay off will Lus 


d 


: « Industria Welfare Society a at 


the time for "which is did by the 


- methods of payment or discipline are 


‘Thus: he can ease the difficulties of 


Where a number of | 


The War-ti i 





ment department is to provide the 


‘the root of all those incidents which- 






"Physical 
Conditions - 
'^ of Work 











Conditions ] 
Outside Facto 









ae Social 
Conditioris 
of Work. 






This chart helped the Hawthorne investigators re na 
inter-relation . between. the various basic causes. of co n 


to accustom the old foreman or charge 
hand to the new people, to explain the 


‘devices used against any discomforts 
Or inconveniences such as dust, high 


temperature, etc. 

The relationship of the - personnel 
counsellor to the worker is, in a modi- 
fied degree, that of doctor to patient. 
Anything the worker tells the coun- 


an 


np sloyment Depart ment 
A New Understanding of Workers and 


| Working Conditions i IS now Necessary 
By R. S. C. BERESFORD, 


Employment. Manager, Frigidaire Ltd.* 


even faster than wartime absorption. 
-Under such conditions it is extremely 


dificult to engender loyalty, which is 
the intangible but concrete asset for all 
enterprises, but which takes time to 
grow. The Essential Works Order 
provides machinery to create the stabil- 
ity necessary for this growth and the 
scheme lacks only the essential publicity 
whieh would prevent the feeling of 
resentment which the application of the 
Order now arouses. 


Every Job Must Be Examined 


and Broken Down 


One dd the darne aS of a war- 
time employment department is that it 
now takes even more time and trouble 
for an employee to leave than it does 


for someone to be found and started 


; Ronding: m ye 


. ation. 


Wit ‘thin Organism 































Organism or 
Individual in 
Equilibrium | 
“Reduced |] 


|o Wak | 
| Effectiveness f 





























That tace is 3 inva I 
Mori ba ve pr oved that 








ease. ihe eer. s Soci roiems^ 
or without the works has rt 
unrest and improved labour rel 
and incidentally output. | 

(To be continued). 







































The fin ding P starting of 4 
is to-day entirely different f: 
normal; no longer may we tas 
steps. we like to secure: labour, 


apply only through the | 
Exchange and we take what. 
get. 


"Biery job. has. to.be 
the executives cone 
where jobs can be b 
that the maximum use is mac 
minute of the time of a s 
ployee, and work which a lo 
worker can do is apportion 
ingly. Often this means t 
persons will be required to do whi 
done by two persons before, buts 
as the two persons were fi E 
we now have only one skillec 
semi-skilled and a learner, 


“Green” Labour Demands : 
Methods of Tuition 


Training is another new fünct ion 
the employment department, wh 
become essential for successful « 
We have found that it i 
successful policy to introduce "gi 
labour to the factory floor. An i 1 
training period is necessary for- 
purposes. First and most import 
enable the employer to sort.out.t 
workers who are really suitable f 
type of factory they will work i 

"green" "workers for instance £g 
want to do factory work, and a 
vinced ther would like factory 








even a little in que d 
Clocking systems, 
Schemes; discipline and 
e to be demonstrated 
The welfare facilities 
ney and thoroughly 


ere is the training for the 
Ii. We consider this to be the 
Oni stage i in a training curriculum. 
je first stage covers broadly obser- 
] ation, selection and enon. When 



































vs acd to be done will determine 
vhether training for the job is done at 
ur training centre or on the factory 


pecial Problems Connected With 
the Introduction of Women 


"One problem which will loom more 
nd. more largely very shortly is the 
rity betw een the rates paid to 
nen who do women's work and those 
| are displacing men. Since the 
flux of women displacing men is only 
‘airly recent occurrence, the initial 32 
ks" probationary period is not yet 
»mpleted in most factories concerned, 
ut when it 1s, there will be some real 
eartburnings. 
“The shopping problem . has not 
'oubled us greatly because we let our 
emale employees leave at 5 o'clock on 
Fridays, the mid-day meal break is 
from 11.45 to 12.45, and we have a good 
hopping centre within a few minutes. 
vertheless we suspect that some of 
absenteeism and lateness, which 
re not unduly large, might be due to 
| lopping e difficulties. 
All” female employees have to be 
assed by our works doctor while they 
are in the first training stage. Eyesight 
and teeth are not good generally and 
Here is a general tendency to anzmia. 
Ve now have a sun-ray lamp, the use 
af which will be prescribed by our 
rks doctor and we expect to get 
‘ficial results. Free anti-catarrh 
ections were given last winter to 
and women and we are resuming 
.Service now, owing to numerous 
«quests which testify to its value. 























A Good Cure for Absenteeism 
- and Unexplained Illness 


Owing to the requirement of the 
ssential Works Order that if a man 
| eog of his 


to 


READER of Bustyess, the works 

director of a prominent Midlands 
engineering company, put this poser up 
to the Business Service Bureau early 
this month: 

“How do you pay men or women 
stopped on his (or her) own piece work 
job owing to shortage of materials, 
machine break-down, lack of power, ete. 
and put on another job at time rates? 
The operator working to a given piece 
rate is never satisfied with mere time 
rates," 

With the introduction of the 
Essential. Work (General Provisions) 
Order, 1941, a definite legal ruling was 


given to solve this problem, but 
obviously what our inquirer wanted 


was a solution that aimed at giving the 
worker concerned a rate of pay over 
which he could not grouse. He wanted, 
in fact, to carry on from where the 
Essential Work Order left off, which 
is actually very early on in giving a 
piece-rate worker a satisfactory rate of 
pay if work on his own job has to stop. 


The Legal Basic Wage is Liable 


to Cause Discontent 


The legal position is, of course, that 
a worker is ndw entitled to receive a 


minimum daily rate at time-rate irres-, 
of what he may have been abla 


pective 
) earn at piece-rates. In order to 
qualify for this guaranteed wage, the 
worker must be willing to perform 
any services outside his usual occup- 
ation, which, in the circumstances, he 
can reasonably be asked to pertorm 
during the period when work is not 
Available for him in his usual occu- 
pation in the factory. Failure to comply 
with orders given by the factory 
manager can involve immediate dis- 
missal and report to the Ministry of 
Labour and National Service. 

While this is a vast improvement on 
the position as it was before the E.W. 
Order was introduced, it still leaves a 
wide gap between what a*man can 
earn at piece-rates and what he will 
receive at a guaranteed basic time- 
rate. And this has led to considerable 
discontent in many cases, 


There are a number of firms in the- 


engineering and allied trades, however, 
who have sought to overcome these 
grounds for discontent. They have 


introduced systems which go far to 


keep the workers in a contented frame 
of mind when they have to undertake 
other jobs. 

One firm, by careful time study, has 


assessed the average. plece-rate. for. 





Í Breakdowns aud Hold-ups - 


These Wage Payment Methods have 


Proved Effective in Action 


and if satisfactory he is paid. rate. 


rather less than can be ultimately E 















every job in its factory, even though - 
it is paid at a time-rate. When a - 
regular piece-rate worker has to be- 
transferred temporarily.to another job, 
his output on the new work is watched. 


equivalent to that which was earned by 
a worker when fully employed on this: 
job over three months. By adopting ` 
this method of adjusting payment it has © 
been found that workers who are `> 
normally in receipt of a good wage do — 


"not object to doing some comparatively 


unimportant Job which might otherwise | 
cause them dissatisfaction. | 





A Bonus Distribution Keeps | 


Workers Sweet | | 
Another concern fixes a definite s 
labour. figure for every contract. If the . 





contract is concluded at a labour figure ^ 
lower than’ that estimated, the balance. ^ 
is distributed among the. workers on 


the job ratio. to their average 
earnings on the job. H, for any 
reason, work on one contract is- 


stopped, the workers are immediately 
switched to another contract, but do not 
benefit in any distribution which may 

be made at the end of the work on the 
second contract. Similarly, men 
temporarily drafted to help men on the 

first contract would not benefit in the 
final distribution on that work. This 
little method of give and take meets > 
with the approval of all workers and | 
has proved vastly more successful in. 
operation than a short test with the 
guaranteed basic time-rate. 

We have only space to quote one. 
other example here. A London engin- 
eering firm overcame the problem by 
paying any man, finding himself in the 
position described in the question, his 
normal day-rate plus one-third, which 
is normally slightly below what would 
have been earned at full piece-work 
rates. This system has been used by 
the same firm when, at the commence- |. 
ment of a new job, it is impossible to... . 
fix piece-work rates. Here again they ^. 
pay an average hourly rate greater o 
than in the normal time-rate but still. ^ . 





earned . when piece-work rates - 
finally fixed. i 

As one firm telis-us, in times of war, - 
labour. discontent must be avoided at. 
all costs and if, for any reason, an 
operator who normally earns a good 


wage at piece-rates is prevented from . 


are 





doing so through no fault of his own, 


he should not be penalised. 
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inexperienced girls, 


















25 edd war factory in ilie country 
4is faced with the 
^ quickly organising new offices. Too 
n R means Ee raw 









SO bur x ‘and Nu machines, m 
ators and electric typewriters. | 

. The first difficulty is psychological. 
5 "lie girls are, at first, frightened by the 
strangeness of the work, by the vast 
"volume of figures they are asked to 
. handle. I have found a simple method 
for overcoming this first snag. 

Q0. Àn putting a new girl to work in any 
-. of our departments, we never set her 
before a complete day's 
we give her a couple of hours’ work; 
hen a second short job and so on. We 
re always careful to explain to new 
irls that they must not be worried by 
he fact that they are not able to fit 
their job with the main scheme. 

We do not anticipate that the girl 
iXecntive .eoncerned - is a college graduate. with 


he- psychological training ‘which, it will be 
. applied. ‘in the methods outlined „aboye. 














These two charts have a great influence on new, 
That on the right shows them their 
volume of mistakes, while the chart above gives them an 

| idea of their place in the complete job 


. Six Methods 


problem of 


E 


work. Instead, 






thorough. 
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BALFCPEKEIAS 


ALSUATING AND 
CRLARIATING 
fOHMEBMESR SALES C 






PREZ CO FRERTS 


Ei 


will come up to enquire about her work. 
before six or eight weeks. In other 
words, 1t takes her this time to master 
her job and feel at home. After that, 
I should be disappointed if she did not 
come up to enquire about the nature 
of her work. Very often a girl will 
say, "Can I go through the tabulating 
department one afternoon if I finish 
my work early?" If a girl cannot be 
worked up to this amount of interest 


in her job, her speed and percentage 


of errors are bound to be bad. Either 
she is below the average or her super- 
"sor has not won her sympathy. 

The next trouble is speed. The new 
girl has great difficulty in realising that 
there is any urgency about her work. 
Urgency is the last thing which our 
girls’ schools teach.  . | 

In our particular business each job 
takes almost exactly sixty days to go 
through. We therefore allow around 


the same time o the statistical 
recording, which . is exceptionally 
By. putting wp on the walls. 





by a Woman Office Executive’* 


E 
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of each room a simple chart in colo 
showing exactly how the job g 
through from the first stage to | the 
we are able to get the idea of urge 
quickly home to even raw new | 
This is essential if reasonable tit 
to be achieved from untrained : 
staff. : 








This is E 


F low to Impress. 
Importance of the Job- 





Curiously enough, it is my experienc 
that an explanation of urgency given 
girl as I stand by her desk or in ft 
own room is not listened to. But if 
same explanation be grven to a € 
whom I am taking round the office 
one but three or Tour of the girls. 
cerned will drink im every word. - 
this indirect method one of f 
for getting the idea of a s 
urgency into young heads, | 

We are always s careful to expl 
the new girls that they. musi 
w rre at first by. the. fa 






















woman requires a "personal 
D her job more than a man, She 
be easily interested in the 
nature of her job or the per- 
f the machine she is using. 
he knows that her work is 
with. Miss Brown, Miss Smith 
iss" Robinson, that they are 
dant on her and she on them, 
whole attitude will change. Particu- 
fitis seen to that she meets Miss 
own, Miss Smith and Miss Robinson 
friendly terms. 


















_ Every Worker i is Given an 
Individual Time-sheet 









> There are minor difficulties however. 
The three major problems tend to 
levelop after a few weeks’ work. _ 
(a) Not only the girls, but some 
Junior executives, spend too 
much time in mere talking, in 
getting down to* work, 
tacting other departments, 
waiting. for work, 

One department tends to get 
.. behind another in the chain “of 
~ production and hold up the whole 
obe 

; (c) The level: of errors is far too 
high—7 per cent. 

The first difüculty was overcome by 
stituting a. weekly. time sheet for 


in 











































ectors. There being so many unusual 
perations, a schedule of operations 
|. à code number for each was pre- 
ed. and issued. 

We found that no exception "was 
^to this by either Operators or 
Tcal workers, as it was carefully 
lained that it was impossible for 
to keep our exacting schedules 
fess. een. rave us records of 


eparation ef- a time and “operation 
lysis.from these records which gave 
total hours spent on punching, 





ag. 
iptometer checks. This record was 
e up for 60 day periods as our unit 
me must. be two months since this 
the time required for the field men to 
et round the country. The first month 
spent on the grocery field, the second 
n-the drug field. 

An important section of this time and 
operation analysis discloses “work for 
ther departments.” One of the curses 
f every service department is the 
mber of hours spent on work outside 
f.the routine for other departments. 
Fhis form of record gave us a com- 
Jete- check as to what other depart- 
gents. were demanding of Hie pro: 
ction section. . 

The correction of errors was more 














loyers realise that this is one of the 
e causes of girls throwing up new 


in con- 


ery worker, including executives and- 


April last. 
gang punching, tabulating and - 


difficult, for they are no mere pro- 
uction Problem, They Pac be he 2 


Loa draughty ‘room w ; 3 
allowed the girls’ fingers to get cold, 
causing an inaccurate “touch. 


A Coloured Chart Shaws: Girls 
Where Errors Lie 


Each section head was therefore 
required to keep a record of errors. 
This helped her to discover where the 
majority were occurring and therefore 
to reduce them. But the big reduction 
came from an entirely different aud 
unexpected source. It came from the 
issue of a coloured chart, pinned on the 
wall in each section concerned and 
showing the precise number of errors 





Three Questions on Cost- 


clearly all h- one 
shown in a " different colour. 
this chart had been up for six: months 


girls concerned to the position of their fz: 
own section on the chart. A 









P» e 
When 











the rate of error had fallen. from. 7 
per cent to 3.5 per cent. — > 

This chart discloses some extreme 
interesting points, For.instance, whil 
the number of errors in every othe 
department was falling, that due to mis-. 
reading a figure in turning. a record 
over from ‘back to front was. still” 
increasing. Finally, this source of error. 
was reduced. But this was the rest 
not so much I think, of care by the 
supervisor as of the ‘sensibility of. the: 



































Answered by s. 


FALA., F.S.C.C., A.R.Ae.S.. AGLS., 


President, Society of Incorporated Cost ‘Consultants 


XPERTS exhausted their 


have 
ingenuity in devising types of 
contracts as if their one idea and 


intention has; been to make things as 
difficult as possible for the contractor. 

But in the existing forms of contract 
there are sufficient points to give many 
contractors and their cost accountants 
plenty of headaches. As a means of 
solving some of these problems, the 
Engineering Industries Association 
have just published in booklet ¿form 
(price 2s. 6d.) the paper read. by Mr. 
S. J. Noel-Brown at their meeting in 

Among the many varied sections 
dealt with, Mr. 
overhead charges disallowed and also 
those allowed by Government Depart- 
ments. In introducing these, the author 
Says: 


The- ‘Overheads the Government 
Wort Allow | 


I know it must seem 
some contractors to find that. Govern- 
ment Departments should even have the 


effrontery to suggest that certain items: 


in their overhead charges. cannot be 
allowed. 
I will give a brief list: : 
‘Interest on bank overdraft, 
Discounts. 

Capitàl Expenditure. 

| Interest on ecbenture or other 
Joans. 


ON eS 





Noel-Brown lists the - 


strange to | 


Most of these are known, but. 


subject of profit. 
necessary for me to remind you that 





ay NOEL-BRO WN. 


, 


3. Income Tax. 
6, E.P.T. or N.B.C. 
. /. Bad debts. | É 
.&. Certain donations and subscrip- 
9 
0 





tions. 

9. Loss of profit. insuranée. 
Patent royalties not applicable 
to the actual contract. - 


11. Outward carriage where price | A 
|. includes delivery. 
12, Depreciation in excess of that 
. allowed by Inland Revenue. 
13. Rent in excess of Schedule A. 
14. 7th Schedule, diuo Finance Act - 
: allowances. 7 
15. Research funds and/or dona- 


tions to Spitfire or Bomber or > 
Fighter Funds, P 

On the. brighter side.of the uitio 
are the special overheads allowable: 
These are: 








1. Fire watching. 

2 AGIS 
. $. Home Guard. | pul d 
—4, Time lost through air raids. RE 

5. Processing. 
.6. Overtime. : FREUE 
Method of. € ‘alculating Profit: on 

Contracts 


T now come to the very delice E 
It is probably - un- 





you have to forget all you have learnt E 
dn bi business methods of calcu: mes 
«Please? turn. to poge: iA l 




















C AILURES to maintain schedules, 


immediately by the 
cerned! |. | 
.. A dificulty often experienced in 
. getting quick action is that the facts 
. are hidden in tables of figures which 
. require study before their meaning can 
.'« be grasped. TE, however, the facts are 


ux presented in pictorial form, the state 










^the reason for a breakdown proved 
vividly to the attention. 





‘Simplicity is the Keynote of the 
Gantt System 


1 particularly useful, simple;. 


^H. L. Gantt. The fundamental prin- 




















In it, a single horizontal space repre- 

 sents. three things : : 

. (1) division of time, such as an 
hour; week or month ; | 

EOR -work 


varying ^ amounts of | 
in the 


scheduled to be done 
„divisions of time described 
(1). and 
i gi varying amounts of work de 
"For example, suppose we wished to 
use a Gantt chart to show the weekly 
progress of the production of à part. 
“sheet is ruled as shown in fig. L 
The horizontal spaces are each about 
lin, wide. | 
un. Teft are for entering 
me numbers. 

















Comparison of- Work. 


. Let us suppose that the production 
. planned is 100 in the first week, 150 in 
the second week and 200 in each of the 

-two following weeks, and so on, These 
figures of 100, 150, 200 .and 200 are 













. the weekly spaces (fig. 2). Next, let 
“ug assume, glancing backwards, that the 


180 and 220 in the respective w ecks. 

^ These production figures are charted 

by. Neu a light horizontal line in 
a "spare, Broportienol , 


HARTS for Progress Work | 
These Sim ple Diag 





congestion, slow _ progress-—how 
s often we are troubled with 
| happenings such as these, and how. 


“necessary it is for action to be taken. 
executives con-. = 
| scheduled and 100 produced; so that ther 


of affairs can, be seen at a glance, and 


Hines, 


aüd Í 


vivid form of chart 1s that devised by progressive figures 


between the production scheduled in a 


ciple of a Gantt chart is easily grasped, - given number of weeks and the work 


in. 


| spaces, as shown in fig, 3 


The two columns on tlie. 
part, job or order 


a) Light Lines Give Week by Week 


= then entered on the left hand. side of | 


"actual production achieved was 50, 100, 


rams Can Give at 
. à Glance shed rg of Production, 
5 Delays, Availability 
other limporteni Data 
By E. A. LEVER; B.Sc., B.Com., 


Divisional Manager of a Large Engineering Works 


Material and 


length as the actual production is to 


the scheduled production. Thus, in the 


first week 100 were scheduled and 50 


produced, so that the line is drawn 
across hal: the space. i 
In the second week, 150 were 


line is drawn two-thirds across- the 
space, and so on. ` EE 
In the fourth ¿week 200 were 


scheduled and 220 produced, so that the 
line is drawn right across the space 
(which accounts for 200), and another 


line is added just above it, equal to 


one-tenth of the space, so that the two 
when added Fog represent 
20. 
The lengths- of these lines thus show 
a week by week comparison of the 


work scheduled and the work accom- 


is also useful to show 


plished. |t. 
for the relation 


accomplished in the same period. 


These Charts Show at a Glance 
. How F: ar Work is Behind. 


"This is easily done. 
| side of each e the weekly 
. Thus, on the 
right of the second week's s space a 
number 2 250 is entered as the progres- 
sive E schedule for two weeks, 


right hand 


450 for three weeks and 650 for four 


weeks. -The progressive production 
figures are then charted by drawing 
heavy lines. | 

— In the first: week the heavy progres- 
sive figure line is.the same length as the 
light weekly. line, its end being indi- 
cated by a little tick. | 

.In the second week's production of 
100, 50 are required to make up the first 
week's schedule (enabling the heavy 
progressive line to be drawn to fill the 
first week's space), and 50 available for 
part completion of the first two weeks’ 
progressive schedule; hence the heavy 


hne is continued one-third across the 


second. week's space«(the whole space 
representing a scheduled production of 
150), its end being. indicated again by 
a tick. 


Similarly in the third. week, 50 of 
in the 180: produced are j 
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l Progressive 
scheduled figures are entered at the 







WERE NM 






which important progress. data 
be recorded and read - 












completing the first two dedi F 
pressive schedule (enabling th: 
progressive line to be € drawn to 
second week's apace 

able for part c 
weeks’: 
























three | progres 
hence the heavy dine is . 
137 20ths across the third wee 


its end being indicated by a tick, 
so on for the fourth w eek. 

Thus, if the chart is. viéy 
end of the fourth week's work, t 
progressive figures. line 
immediately that the schedule e 


a week behind. 


They Can Be Used to. | Pi | 
Supply Data 































Jt will Be” otivious | | that ith 
is taken up by. r 
à convenient dista 
of an inch. In. ts w 
to show both the weekly and 
sive results for x large number 
numbers on a foolscap size Shee 
thus the progress of each of the 
is watched and‘ also of the pa 
whole, which would be useful 
parts a re. required to make 
assemblies. Lack of balance Hrt 
duction of a series of related. 
shown. up quickly by a Gar 
when the productions are 
underneath Ane other, 

Again, it may be desirable to p 
start of the production. of cer 
at different times. d chz 
show this easily. 7 

In these days when we are 
against difficulties with m 
convenient w z of mdicatmë 
materials are available for 
duction of various part num 
| (Please. E: rn to. pi 
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| 1935 when it was found that, 
owing to the increase in our trading 
under its three main divisions, viz. 
iron, non-ferrous metal and 
chinery, it was no longer possible to 
cord as speedilv as required all 
scesSary data by the laborious hand- 
ritten method, our directors gave 
"nctions for the examination of the 
ossibilities of adoption of modern 
thanical bookkeeping. 

-By reason of the variations in our 
ding, many of the systems of record 
d types of machine obtainable were 
smed to be unsuitable in that they 
d. ia cater in one unit for the com- 






























ent Training of Machine 
‘ators Repaid Time and Cost 


éntually, we decided hace certain 
nting machine could be modelled 
ulül all our requirements, which 
ed the complication of weight 
jn addition to sterling for each 
f ferrous or non- -ferrous metal. 

e advantages - accruing from the 
iin records. of sales were very 


Rover. the chief advantage 


PRECIO THT AL, : 


45, Yos 


vith he. resulting earlier out- 
no} hly statements, the period 
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hree Distinct Trading 


This System Gives 
Tonnage of Materials and Produces Full 
= Weekly Financial Statements 


By BYRON WILSON, A.C.A., 


Accountant, George Cohen, Sons & Co. Ltd., 
Iron, Metal & Machinery Merchants & Engineers 


* 


of credit was 
Furthermore, proven 


reduced d 
n departmental sales 


figures were available much sooner for. 


comparison and statistical use. 
It should be observed that the un- 


doubted success of our initial sales 
Es was due in no smali 
measure to the efficiency. of the 


operator who had been trained in a 
very short time at the 
machine manufacturers’ school, where 


the needs of our particular business - 


were studied meticulously and stressed 
in the course of tuition. 


Success Calls for Extension of the 


System 


After we had used the one accounting 


machine so. satisfactorily for some six 


months, it was resolved to extend the 
mechanisation to embrace the purchase 





























accounting 
expenses records mig 1 be. 


vas pra ofi our, . expenses. - And. thi 
what unusual. 


was evolved which has. permitted of all. oe 
i necessary extension to date; |... z 


ines 






















Divisions 









Classi ification and _ 








machines were installed and their - 
benefits in speed and greater accuracy... 
of record were apparent in a very short — 
time. With our sales and purchase 

accounting satisfactorily running and. 

expanded by the inclusion of contrac: 
tors’. plant records to give adequate: 











work for the four. machines- then 
installed, it was thought ‘that. our 
greater problem. depa tmenta’ 


for mecha inisation, 


allocation to numerous departments, i = 
was found our requirements were some- 

However, after detailed. 
examination of. the problem a syste 













In general, the procedure ees abr 
purchase. records. ds s based c on » depart- =: 
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National 


Accounting Machines 





HROUGHOUT the country, 
* Nationals " are playing their 
part in the increased production effort 
in Aircraft. Armament and Shadow 
Factories. 


Their flexibility, speed, and- auto- 
matic features make for efficiency and 
economy in a large variety of appli- 
cations such as :— 

Costing. Payroll. 
Stores. Purchases. 
Expense Analysis. 


Ete. Etc. 









National Áccounting Machines 


The National Cash Register Company Ltd. 


E - 
206-216 Marylebone Road, London, N.W.1 
Paddington 7070 
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tal coding by numbers. The depart- 
ent concerned is signified in this way 
entry on the sale or purchase 
oice, which is recorded on the ledger 
rd. ‘Thus a reference is established 
o the source of sale or purchase and 
e combination of daily invoices 
ffords the total of daily departmental 
ales and purchases. 








achine Analysis Provides Daily 
p Departmental Figures. 


‘his is supplemented. for expenses by 
numerical code, which is applied to 
he various classes of expense and is 
tihed by the attachment of a slip 
earing such departmental and expense 
ode numbers before the expense in- 
ice reaches the. machine operator. 
e form of expense card employed to 
llow a weekly total figure to be shown 
nd readily extracted, is 
bove. 

Whilst the sales or purchase proof 
jeets illustrated’ do not show daily 
partmental total, it is to be under- 
jod that these figures. have already 
en obtained by a machine analysis of 


dependent analvsis prepared by the 
chanisation control clerk. "Thus the 
oof- sheet total can be verified with 
‘grand total of the daily analysis 
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-An unusual feature o this sheet: i is ; that it ‘contains: two: "separate 
| of the tonnage of the metals handled 


illustrated - 


je day's invoices pu checked with the. 


and à sO o “provides: a a check for à 
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meten m os at te nri mendo 
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‘tabulations 


Dne Battery of Accountancy Machines for 


-Three Distinct Trading Divisions 
| Noii. prone page 18). 


the operator on her record of the day's 
invoices. 

For certain reasons it has not yet 
been considered advisable to mechanise 
our cash books but a system has been 
developed which we find time-saving, 
and which, in a measure, offsets the 
disadvantage of the continuance of the 
old form of cash books. 

As far as possible the entries in the 
inwards cash book (analysed for sales 
ledger A-H and I-Z) are made in 
alphabetical order so that speed may be 
obtained by the operator who posts to 
the personal accounts direct therefrom. 
Also this procedure enables the cashier 
to determine more easily his daily total 
cash received under each section of the 
ledger. m 
Application to Wages Payroll 
Provides Full Detail of Deductions 


AS the necessity to enter the out- 
wards cash book in consecutive cheque 
numbers precludes the adoption of the ~ 
alphabetical entry of payees, additional 
counterfoil copies of the typed. cheques. 
are prepared for purchase and expense 
ledgers and these are passed in daily | 
batches to the operators, who sort them 
alphabetically before posting." The- 
totals shown by the machine as ‘posted > i 
to the respective ledgers daily are com-^ 
pared with the relative ‘totals shown 
by the cashier. | 3 eios 









de y: 
been introduced. on the. same type of 


Weekly Statement for Departments 


. expenses are incorporated in the return 


the style wa 






; most: ‘speedy > means- of handling 
pay- foll, diana 












This 





machine. | 









ing uas ihe. posce dei 
sheet with fully itemised deduction. 
columns together with individual em-. 
 ployees' history. cards and envelopes. 













Produced Within Five Days 


Amongst the many advantages which. ^. 
we derive from the use of our six === 
machines now installed. possibly the |... 
greatest is that we are enabled to. pre- | 
pare a weekly return of the purchases, =~ 
sales. and expenses of. each of our ... 
departments. This return is available zo 
for use by the directors, and relative’. 
extracts for each manager within five- 
days of the close of. each week's | 
trading. Thus, with the incorporation ~ 
of weekly budgetary expense figures im: i 
the return, the trading of each depart- < 
ment can be watched carefully through- ot 
out each financial year. p 

Budgeted amounts 





for overhead ~ 
which ‘shows both weekly and cumu- 
lative figures. It thus fulfils a triple 
purpose; firstly, it gives us the week's. -. 
trading figures in concise form; . . 
secondly it allows us to watch, the trend 
of each department's. trading through- 
out the financial year; and, “thirdly, ab 
allows us to forecast with considerable 
"accuracy the results which will be 
disclosed by the half-yearly and yearly. 
trading and profit and loss accounts. 


Accident Figures Do Not Reflect- 
| On Management 
HE newspapers have commented, 
very sensibly for the most part, | 
on the increase of fatal accidents. in- 
factories by 24%. Clearly the number - 
of unskilled workers, many of whom 










































had never been inside factory walls 
before, 


but more. 
clothing, 


demands not less, 

machine guards, protective 

safety devices of every sort. 3a 
But it seems to have escaped some of — 

the commentators that the factories of | 

this country are working at far more ^ 

than 24% above the 1939 level, so that... 

the accident incidence is not so bad as 

-it seems. It is certainly no reflection 

on management, but the reverse 


Office and Works Forms c an n be. S 


One ra jus a cred iine wasalot  .- 
of waste space on their. dispatch forms. 7s 
When a fresh supply was eing ordered, ~ 
altered and very little more =- 
than half the paper was found nécessary. OY 
The original forms were in duplicate, each > 
form having one duplicate leaf. ‘The new. - E 
style had: four imo toa leaf perforated ^ —.. 
to tear. off, ip int PS 
250. leav es. 
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Ex CUT The Birmingham Pos 
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Imagine the confusion there would be in 
rush hours if the Newsagent had to hunt for 


your “ Mail.” He avoids this by arranging the 


papers so that they have their titles visible. 


In your offices and works are the titles of 
your accounts and records visible? Or are 


they in a book or tray one behind the other ? 


Kalamazoo Visible Equipment consists of conii s MT XT 
secure Loose-leaf binders, the records being ee d 
arranged in overlapping formation. Thus the 
titles and all other important information is 


visible without even turning over the record. 


Kalamazoo 


Vis ibl e L q ulpment 


Kalamazoo Ltd. 
NORTHFIELD - BIRMINGHAM 31 
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T AR üp, normal 
business down." The war-time 
story continues. As expansion 

of war production reached a new peak 
in September, normal business naturally 
reached a new bottom. The main 
objective being to bring the war to an 
end,. we must be satisfied. But the 
difüculties of the small business in 
particular increase every day. 

Production Decline Not Yet 

Reflected in Retail Sales Figures 

EFT price control, rationing 

and short supplies, the shops are 
still selling around 75% of what they 

did in 1939. This simply because there 

are 3 to 4 million extra income earners. 

* Not only are a couple of million more, 

registered workers ^ drawing wage 

packets, there cannot be fewer than a 

milion women working seriously for 

— the first time. At least another half- 

million people have taken up active 

work in office, factory, shop or farm. 

Rationing accounts for the fall in sales. 


production 


se 


Variations in Consumer Power 
Are’ Astonishing 


variations remain rather 

astonishing. In terms of money, 
shops in the N.E. sold 50.4% more 
household piece goods. in the N.W. 
40.2% more, in the Midlands 41.7% 
more, in the south of England 53.4% 
“more. Yet in Scotland the increase 
-was only 13.6%. In the case of dress 
piece goods, sales rose by 6.1% in the 
‘south of England and fell by no less 


REA 


e than 42.666 in Central London and by 
z 20.196 in the London suburbs. 


e- Why should women in the south of 
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average fall through- 
out the country was 
actually 23%, I think 
the answer must be 
that the population is 
still swarming south 
in considerable 
numbers. 

Volume of stocks fell throughout the 
country by about the same amount as 
sales—25%.* But there are signs that 
the shops are surprisingly well stocked. 
One reason is the absence of the July 
sales; less obvious but more interesting 
is the steadiness of sales in August, due 
to the reduction in holidays. August is 
rapidly graduating as a normal business 
month. 


New Movements in Population 
Indicate Industrial Changes 


HERE is evidence that certain new 
movements of population have set 


in. 7,600 people have left Oxford 
during the past six months. But the 
number of people rationed in the 


Oxford municipal area has fallen by 
13,000-15,000 for different items. 

One reason for this fall in the city's 
population is simple. Whereas before 
the war 85/9096 of the housewives 
living in Kennington, Cumnor Hill and 
the two Botley building estates shopped 
in Oxford, today they are using the 
nearest grocery shop. For which shop 
queues, shortage of buses and the 
blackout: are responsible. 

[ think this.trend from central and 
inner suburbs to outer suburbs and 
village shops is general in every great 
provincial city of from 50,000 to 
150,000 inhabitants. 

In the great cities, the position is 
reversed. Unfortunately, they are 
flocking back to London, Manchester, 
Liverpool, Birmingham and Glasgow 
because they cannot see any more 
blitzes in sight; The considerable rise 
in the sales of central London and 
West End shops is the most impressive 
evidence of this situation. But I saw 
similar evidence in Manchester. 

For obvious reasons this trend back- 
wards to great cities is not true of two 
of our other large cities, viz. Bristol 
and Hull. E 


America Wants Britain > 
to Continue Exports. 


p Says CECIL CHISHOLM, M.A., 

tee Business Consultant 

d 

i Püglsnd buy 6.1% Bonds of Government Control Are 
ie | more ress — piece ; . 

Pr | oads- whene tlie Drawn One Hole Tighter 


ATEST movement is the use of the 

new Goods and Service (Price 
Control) Act on the new utility cloths. 
The aim is to secure that exact pro- 
portions of all materials available are 
used in the manufacture of this cloth- 
ing. The special quota of “utility cloth” 
meeting specified standards of quality 
is itself rigidly controlled to makers of 
such garments. But maximum prices 
and margins have also been fixed for 
every stage in the process of production 
by the Central Price Regulation 
Committee. Take a tweed suit for 
men. Cost plus 4% is allowed to the 
maker-up. The wholesaler is allowed 
1/6 of his selling price. Selling at a 
maximum price of 38/6d., the retailer 
must keep his gross profit at 25% of his 
selling price or 334% of his cost. So 
the consumer will pay 59/11d. including 
Purchase Tax. -So the retailer gets 
profit on. the Purchase Tax. 

The one object of price control being, 
as I understand it, to get the minimum 
price, why gratuitously expand the 
peice in this way? Why make the 
the retailer depend on the size of the 
Purchase Tax as part: of his profit? 


Why America Cannot Usurp 
Britain’s Export Trade 


HERE one is allowed to export 
goods to a certain market, one 

may still be defeated by the shortage 
of raw materials, the refusal of 
licences, the refusal of shipping space. 
The number of export controls and 
prohibition orders issuing from the 
Board of Trade is reaching the pro- 
portions of an avalanche. Last month 
| suggested that the Board of Trade 
had fallen backwards in its effort to 
stand straight with America on the 
possible — mis-use of  Lease-Lend 
materials. All the evidence coming 
from America is in favour of this view. 
For instance, it is now disclosed (in an 
American journal) that “the U.S. and 
U.K, agreement on Lease-Lend exports 
is based on the principle’ that the 
British must maintain about 2/3rds of 
their export trade in order to get vital 


(Please turn toa bane ATA 


Everybody's time is more valu- 
able now—and the Ediphone versations, board - room con- 
| ferences, minutes of public 

meetings, speeches, etc., use 


helps to save time all round. Let 
it help you. May we demon- 
strate—in your own office? 





" it’s grand to leave the office knowing that my work is up- 
to-date . . . nothing is piling up to crowd another day ! 
And it's due to the Ediphone. That's notalleither. l'm 
a real secretary now . . . not just a typist. l'm always in 
touch with my chlef's work without a lot of explanations. 
The Ediphone keeps me posted Instructions, letters, 
where he is going, anything needing special attention . . . 
all are ther& No more rushing round trying to find out 
what's to be done when he is engaged or out. | can carry 
on easily and smoothly.” 

In almost any executive job the Ediphone saves time and 
trouble. It can help in your business by solving problems 
of war-time conditions, 


EDIPHONE SYSTEM OFf 





You incur no obligation. | the TELEDIPHONE. 


THOMAS A. EDISON LTD. VICTORIA HOUSE, 
SOUTHAMPTON ROW, LONDON, W.C. 1 


Branches and Dealers in all principal cities. 


For recording telephone con- 


Telephone- HOLBORN 9988 





FORTIFY YOUR 

STAFF AGAINST 
WINTER 

EPIDEMICS 








Give them the benefit of permanent Sunshine, and make sure 
you are using the most efficient devise to increase resistance 
against colds and other winter diseases. 


. PERIHEL MIXRAY 


is a powerful Sun lamp combining + 


ULTRA VIOLET (of the mercury 
vapour type) and strong INFRA 
RED RAYS in one unit. 


TESTED BY NATIONAL PHYSICAL LABORATORIES 


A few minutes exposure is sufficient to produce Sun-tan, that 
splendid outer sign of Health and Vigour derived from these 
amazing rays. Regular Sun-baths with the Mixray will keep 
your workers’ health record at a very high level will improve 
considerably their resistance to all infections, and add to fitness 


| and efficiency. 


Ask for Illustrated Booklet and special quotation for Industrial Welfare Centres from 


PERIHEL LIMITED 
.82 HIGH STREET, YIEWSLEY, MIDDLESEX. 


Telephone: WEST DRAYTON 2740. 
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E Nine Short Cuts to 


Returned Postage Helps to 
Build Goodwill 
LTHOUGH it means the sacrifice 


of some few pounds a week, one 
firm makes it an invariable practice to 
return to enquirers their unused stamped 


self-addressed envelopes. They explain 
that, with the present high cost of 
printing and the difficulty in obtaining 
literature to enclose with letters, they are 


able to make up a considerable amount 
of goodwill by giving customers the idea 
that the company is too big and sub- 
stantial to use other people's postage. 


Time Stamp as Reminder of 
Overdue Account 


HEN posting statements of overdue 

accounts, one firm uses a modication 
of a time stamp on the form. This i$ a 
rubber-stamp dial indicating 31 days on 
the outer rim, while the inner circle is 
divided into twelve months. When a state- 
ment is being prepared, a pen-stroke on 
the outer clock indicates the original 
dating of the invoice, while a hand in red 
ink emphasises the elapsed time of the 


overdue account, Under the date stamp 
is the simple slogan "Time is Money.” 
> 
How to Store Direct Mail 
Material 


© keep together the enclosures that 

accompany its thousands of circu- 
lar letters, the mailing department of 
one big company uses a set of bins, When 
the department receives an order for a 
large posting, it places upon a bin a tag 
with a number and date of mailing on it. 
As the enclosures arrive—and frequently 
they come: in at intervals of several days 
before the date of dispatch—they are 
checked off on the requisition order and 
placed in the bin. When the day for 
posting comes, the clerks go to the bins, 
and take out the needed enclosures. 
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Typing Staff Shortages Can be 
Overcome 


HE problem of filling gaps in routine 
work caused by the absence of typists 
from illness, holidays or staff shortage 
resulting from Service call-up, has been 
solved by one firm. The office manager 
of this company has kept a careful record 
of all typists who have left to get married 
or have given up regular office work, for 
any reason, In peace-time he was able, 
by keeping track of the addresses of such 
"old girls", to fill gaps of a day or a 
week at a time with an experienced sub- 
stitute, who was thoroughly familiar with 
the routine of his office, Under war con- 
ditions, he is able to help many of his 
former employees to eke out Service 
allowances by giving them two or three 
days’ work a week, and also help get 
his own work done, 


Four Ideas for 


USEFUL hint for the warehouse 

that packs small articles and is 
paying high prices for its corrugated paper 
and strawboards, is to apply to any printer 
or publisher for his papier-mache moulds. 
These moulds make first-class packing 
material and can be had at a very low 
figure indeed. The size is that of a book 
page—crown demy &vo, or crown quarto 


are those generally obtainable, 
e 
LARGE saving can be effected when 
papers have to be fastened together 
by a touch of the paste-brusn on the 
top lett-liard corner of such doeuments. 
Pins and clips are valuable metal for 


“essitics of war. 


making net 


LL written or typed letters, where a 
copy need not necessarily be retained 





- Office Efficiency and Economy 


saving Time in Ticket Sorting 
Operations 


REQUENTLY, it is necessary to sort 
a group of cards, tickets or sheets 
which have been originally filed in alpha- 
betical order. Sorting is necessary to 
obtain statistical record or information. 
After the information has been obtained 
it becomes necessary to sort the cards 
back into alphabetical order. A time- 
saving method is to number the cards 
serially before the alphabetical arrange- 
ment is broken down. Then when it is 
necessary to resort the cards back into 
alphabetical order the serial numbers make 
it much easier to re-arrange the cards in 
their original alphabetical order. If the 
number is placed on the upper right-hand 
corner, a glance will show where it 
belongs. 


Paper Salvage 


office, should be written on the 
portions of the original letter 
received, Begin the answer at the foot 
of the signature, then turning over, 
commence at the foot of the back, If 
»ilis method “is, adopted a minimum of 
time is expended by both writer and 
reader in handling the letter, and filing 
labour is also saved, If a copy is 
essential, let this be written on the back 
of the original, and thus only one sheet 
is necessary for the file. 


in the 
unused 


HEN envelopes have been used 

three or four times with new labels 
they have reached the limit of their 
normal life but are still useful in another 
way. Slit them open for making odd notes 
upon. The cost you nothing and scribbling 
pads are dear. Circulars printed on one 
side only-are useful for this purpose. 
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UP TO 16 JO S PER CARD 
ith the New~ 
"MAGNETA 


JOB COSTER 


SEVEN IMPORTANT FEATURES 


One hand operation 
Mechanically correct records of time 
Applicable to any cost system 





Speedy—compact—dependable 


Large number of jobs possible on one card 
Either mains or Master Clock controlled 





For Literature and Details of All metal parts liable to rust or corrode are parkerised 


Installation, write or telephone 


THE MAGNETA TIME COMPANY L™ 


once GOBLIN WORKS, ERMYN WAY, LEATHERHEAD, SURREY aisnean 56518 LINES) 
LONDON OFFICE: 53/54, HAYMARKET, S.W.1. TELEPHONE. ABBEY 2366-7 












To-day the need for good 






light in offices, works and 
factories is more vital than 
ever 


Consult— 


METROVICK 
ILLUMINATING 
ENGINEERS 


whose services are always 
at your disposal 


nm illastration. in the background depicts 
' Metrovick '' heavy product agr o 

‘Motor Generator Set, comprising 

H.P. S I. Motor driving two 1 000 KW. 

D.C. Generators through Fluid Coupling 





METROPOLITAN-VICKERS ELECTRICAL Co. Ltd., NUMBER ONE KINGSWAY, LONDON, W.C.2. 





















































AN 1922 only 1.3 millions of premises in 
- this country were connected to 
ectricity supply mains, By 19039 the 
ci p had changed remarkably -so that 
ght million out of a total of 
e ilion premises were already 





:electric lamps per capita « during the 

ne period increased from 0.42 to 1.75 

ips per capita per annum. 

t may be wondered why lamps per 

pita have any significance but taken 
à the fact that the aver age wattage of 


save the U.S.A. 
5 watts) it appears 
| UR. ior electricity for 
ctric lighting per capita has increased 
r 400 per cent. in this period. This is 
gunted. for by the nn eed 


3 use per annum. "The 
imated pre esent consumption of elec- 
ity for lighting purposes in this country 
proximates 5,400 million units per 





‘oltage Standardisation is a 
Matter of Urgency 


Lack of standardisation is still one of 
-bugbears of electric lamp manufac- 
| Some 87.44 per cent. of lamps 
& for voltages between 170—260 
79 per cent. are {ör voltages between 
-130. Apart from the tendency to use 
lower voltage lamps, the gravitation 
is 230-volts is most marked and 





| persistence of actual increase of 240- 
and 250-volt is a hindrance. I believe 
— Hiuminating Engineering Society 
hould lend its full support to change-over 
o. making 230-volts the only standard 
| voltage, and to ask that this be 
atter of urgency in post-war 





; Fluorescent 
Developed 


"lighting may wel be 
s “the outstanding novelty 
sd since: the oütbreak of 
, "o need de. recall the : 
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hted electrically and the consumption | 
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Fluorescent 
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Illumination Standards | 
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500 per cent. 


By W. J. JONES, M.LEE., 


Director, Electric Lamp Manufacturers’ Association, 


President, Hluminating Engineering 


to daylight—which have made them so 
acceptable ain industry. 

The United States led the way in 1938 
ia the production of fluorescent tube 
lamps which took the form of 15-watt 
18 in. lamps of white and various colours, 
and the outbreak of war found us ready 
to embark on a similar development. As 
it was known that Jamps approximately 
5 ft. long had an inherently greater 
efficiency compared with the smaller types, 
British manufacturers started by intro- 
ducing 5 ft. 8o-watt fluorescent lamps. 
This would appear to have been a wise 
decision, as American De is gravi- 


tating towards the use of longer lamps, | 


especially due to their present 

occupation on output from factories, 

New Standards of Lighting May 
Be Expected After the War 


pre- 


After the war the field available will 
be much wider, and modifications of the 


existing standard lamps adapted to 
decorative display and other special 
purposes, Amongst other developments 


which mav be foreseen are the introduc- 
down to que cai types, and era 
o light in remarkable variety. The 
low brightness of those units will encour- 
age their introduction into lighting 
schemes as decorative objects—indeed- the 
boundary between the functions of 
decoration and furnishing illumination may 


well become much less defined than at 
present. 
With fluorescent lighting, levels of 


20—30 foot-candles will be commonplace 
in offices and shops, 
work illumination of 40, 50 and even 100 
feot-candles will be an 
occurrence, 

Ward Harrison in the July issue of 
Hiuminatiig Engineering, the journal. l of 


the. MHluminating Engineering. Society. of 


the position of light sources 
while for industrial - 


every-day: 


| and the 


Society" 


America, contributes a valuable article 
on "Fluorescent Luminaires" and rightly 
points out that the new light source will 
inspire new designs of fittings and new 
hghting tec hnique. Our experience in this 
country of architectural lamps should. 
materially help us in the design of lighting 
fittings for use with fluorescent lamps, On 
account of their low brightness some 
lighting installations will use bare lamps, 
especially. in exhibitions and eal used 
in lofty positions, but by and large care- 
fully . designed fittings - wil be required 
for their general application - din factories, 
shops and offices. . | 

Fluorescent . lighting makes it possible 
for eyes to use effectively artificial - 
lighting levels which begin to approximate | 
those "of daylight itself. This is not 
generally true of filament lighting after 
40-—50 foot-candles are passed. 


Flexible Installations Will 
Many Problems 


The ideal lighting instalation is pro- 
bably one which permits light to be varied. 
in intensity, a colour change to suit all 
moods and conditions, Bd. p but not 
least, the use of-a light source which 
may be moved where it is wanted without 
lot or hindrance. 

Recent lamp deve slopments have. gone far 
in these directions—at a touc h of a switch 
ique or less light may be obtained, while | 

the fluorescent lamp opens. up possibil ities 
of colour variation. | 

Flexibility of the meda to enable $ 
to be. char ged 
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without the inconvenience of 
is still a problem worthy « 
consideration. D. Dian 


requires joint. ei 
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SEND A LIGHTING ENGINEER TO ADVISE 
YOU ON A LIGHTING LAYOUT USING 


IEMENS —— 
TUNGSTEN FILAMENT LAMPS 
"SIERAY ELECTRIC DISCHARGE LAMPS 
| 1 “STERAY- DUAL” LAMPS - 
a WE OFFER THIS SERVICE WITHOUT ANY OBLIGATION, 
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(Advt. of SIEMENS ELECTRIC LAMPS 











WE ARE SPECIALISTS IN THE 


on to miniature film of all kinds of records, 
including ! 
LEDGERS, CARD INDEX FILES, 
DOCUMENTS, PLANS, BOOKS, Etc. 
















Type J 
. | | Are you aware that you can hire this machine for c 
The work is carried out quickly on your own | pennies, halfpennies or tokens at the low cost of aj 
premises in any part of the country. | mately 6d. per day ! 

l , l o | SPEED with ACCURJ 

Details gladly given without obligation. | at the rate of 1,000 coins per 1 
l Minimum hire period ope t 


PRICES FROM £4 10s. 0d PER 1,000 | Further particulars from ; 
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CESTER PHOTO COMPANY LIMITED | Ee 
NK STREET LEICESTER |. CHESHÜNT, F 
a | Phone: WALTHAM CRO 
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facturing methods . for way 
* comply with the Government: 
"a big step-up in output thi 











































welding shops. The two. main 


that welding costs and the volume of 
our required can be. 
iced while output is increased... 
such a position would seem to. be more 
the class of unrealisable dreams than 
i actual hard fact, were it not borne out 
actual proof resulting from many years’ 
rch, As the following tables show, 
s decrease in working time and costs 
be achieved while output is stepped- "up 
“as much as 55 per cent by simply 
ering the size of the electrode used. 


‘The Three Main Factors in 
Welding Costs 


Velding costs comprise the cost of 
labour, electrode and power, The cost of 
abour depends on how many: pounds of 
fective weld metal can be deposited per 
"hour—or in other w ords, how many 
minutes per hour the arc is in operation. 
his operating factor is of course affected 
by: positioning devices, jigs, fixtures 











C Wleetrode size 


y firms have found one ‘solution in | 
ofs that have influenced this- decision 


subs tantially 


and. 









F igh-Speed Weldin g Can Give 


te 





Substantial 
Wo rking 


Change in 


Methods 


"ngineer, 
other means for maintaining actual weld 
production, 


As an example, assume a labour cost of 
five shillings per hour including overheads 
and an are speed of 50 ft. per hour. Arc 
speed is the actual rate of travel of the 
arc and may be expressed in inches per 


minute or feet per hour. For differing 
operating factors the following costs 
| result: p | 
Operating Production 
Factor . per Hour Cost 
per cent. (feet por. hour)... per Foot, 
20 Bd. 
40 20 8d. 
660 a0 ^ ail, 
8D 40 id. 
100 50 1.2d. 


From the above, it is obvious that the 
greatest cost reduction can be made by 


ee of Changing Electrode Size. 





i jo Ys i fs i 
nperes J 140 150 250 325 425 
rc. volts 118 23 26 30 34 38 

, ab arc eh boa de. xk dd 3.25 3.9 7.5 ma 16.1 

sumption rate, Ibs, “per it RAS a 2.6 8.3 3,95 3:5 10.7 15.8 

a lbs. per hr. (509, operating : 
T" T oss n 0,37 i.i 1.32 2,5 3.57 5.4 
ey ot set (8 } Cas un 47 50 51 65 HE oB 
att input a.. wed s ee UN 5.6 6.5 7.65 13.85 18.8 ei ak 
nterruptions per 1b. consumed .. ah 18 12 8 à 8 2 
8. «dL B d. &. d. s. d s. d. s d. 
5b 9 4 Bł à 9i 2 0 1 b 1i 
M ; 5 9 4 6i 8 94 2 0 1 6 il 
wer (@ id, per unit) 4 34 3i 81 34 E 
jetrode —-— va de ü E 74 743 74 74 
b of. interruption (ine, overhead) 8 g ii E i i 
i2 10 10 2i 8 7k 5 0 8 













‘ABBEY HOUSE, WESTMINSTER, S.W.1. 


© Branches at BIRMINGHAM + 


“MANCHESTER * 


9 2 8p 


iusic SPEEDS PRODUCTION 


RELIEVES MONOTONY + BANISHES DEPRESSION + EXPELS.- FATIGUE 


Government departments, supported by the B.B C., are urging the broadcast of musici in industry to 
speed up production. Already many large firms are using Dictograph Sound Installations, Information, 
demonstration, survey, estimates, or rental terms-—~—free on request. Twenty-five years’ experience at 
your disposal in manufacture, installation and maintenance. A test gladly arranged in yo own works. 


STOGRAPH SOUND INSTALLATIONS 


(Dictograph Telephones Limited) 


Abbey 53572 (3 Hnes) 


-* Under present conditions, we can only cater for those firms engaged on Government work. 


GLASGOW - LEEDS : 


maintal ning 


NEWCASTLE - 


By ROBERT L. SWAN, > 


Lincóln Electric Co. Ltd. 


the maximum operating — A 
factor. It is, of course, quite impossible t. 
maintain the oper ating factor of 100 per 
cent, and, as a rule a factor in the neigh-- ^ | 
bourhood of 50 to 60 per cent, may be ^ 
considered to be extremely good. Even this 
shows a reduction in labour costs of any- 
thing from 50 to 66 per cent,,over that 
which a 20 per cent. operating factor 
demands. iv 
One . method of keeping the operating 
factor high is by the use of proper jigs 
and fixtures and by proper set wp. As an 
example of this, assume it takes a welder 
two minutes to weld a job and two minutes 
to set it up. That is four minutes per 
part, or a total production rate oi 15 per 
hour, e providing a helper for the welder 
and also a second jig the helper can set 
up while the welder is welding and the 






production is increased to 30 per hour, 
reducing costs considerably. | 
How the Welding Position Can 


Influence Prod uction 


Another factor affecting the operating 
factor is the matter of working position. 
The work should be positioned so that 
it is easy and convenient to the welder. 
For example, suppose that the operator 
canalways weld in the down-hand or fiat 
position. The speed will then be, say, 26 
ft. per hour, 1f, however, it is necessary 
to weld it.in the vertical position, the 


. (Please turn to page 30) . 














FOR MUSIC IN FACTORIES - | STAFF LOCATION 
CONTROL OF STAFF DURING AIR-RAIDS . MASS 
ADDRESS TO EMPLOYEES - ACCIDENT, FIRE, 
BURGLAR AND SABOTAGE ALARMS j MRR RAID 

WARNING DETECTOR a 


“CARDIFF | 











BRISTOL - 


OUTPUT IS HIGHEST 
WHERE WORKERS ARE HAPPIEST 


—and smartly-fitting overalls 
that don’t shrink contribute more 
to the well-being and efficiency 
of employees than many 
factory managers realize 






A group of cruiser tanks nearing completion in the assembh 


shop of a factory somewhere in England. 


More tanks, mor: 


guns, more planes are needed but output depends a great dea! 


on the well-being of the workers. 


If they are restricted by 


tight, shrunken overalls they cannot give of their best. 


ORE guns, more tanks, more 

planes are imperative. And 

the worker must produce them. 

Still more output is demanded of 

every man or woman in the 
factories. 


But with the best good-will in 
the world the worker cannot 
always give his “‘ total effort." 
Women workers need to look 
their best to work their best. And 
men and women alike must have 
comfortandfreedomintheir work- 
ing clothes if they're to go “ all 
out " on the job. 


DANGERS OF SHRINKAGE 


That’s why factory managers in 
these- times can’t afford to let 
their workers wear overalls that 
shrink. A shrunken overall can 
impede movement and tire the 
wearer, thus limiting his output. 
It also gives inefficient protection, 
may be the cause of accidents. 
And, in addition, it costs extra 
money in the long run because it 
wears out sooner, needs replacing 
sooner. 

Nowadays many of the biggest 
employers of -labour both in 
factories and institutions are 


insisting on '* Rigmel ’’-Shrunk 
cloth for workers’ overalls and 
uniforms. *'Rigmel" - Shrunk 
overall cloth can’t shrink by more 
than a’ negligible fraction of an 
inch per yard however many times 
itis washed. ** Rigmel”’ is laundry- 
tested shrinkage. In tact, the 


British Institution of Launderers | 


say of it, “ If the public can be 
persuaded to insist upon a 


“ Rigmel " guarantee, there will , 


be no more trouble through the 
shrinkage of cotton fabrics." 

Why not put your workers in 
smart overalls that will always 
keep their fit and comfort ? The 
staff will look better and they'll 
work better and output will 
benefit. All good suppliers can 
quote you for '* Rigmel "-Shrunk 
overall cloth or you can buy 
ready-made protective garments 
in small quantities from retail 
outlets. 





R igm ef “Shrunk canine raced 


Advertisement of THE BRADFORD DYERS' 
* BRADFORD 


LONDON 


ASSOCIATION LIMITED 


* MANCHESTER 





ACTUAL PHOTOGRAPH 


CORPSE of a 


GERMAN FIREBOMB 


-kiled by new20 second 
method of ATTACK! 


OUT BEFORE MISCHIEF STARTS 


LESS than two pints extinguished it! Two pints of 
liquid INCENDEX—the answer of British science 
to the fire-blitz menace—more than ten times quicker 
than water could BURN it out! 
Already 5,000 experts and property owners have seen 
this done. Already hundreds of businesses whose 
names are household words have been protected with 
INCENDEX. Already enough INCENDEX has been 
distributed to destroy 200,000 German firebombs in a 
matter of seconds. This new method is speedy, safe 
and CERTAIN. Full details are given in illustrated 


folder, free on request to property owners. 






AEGISTEAED 
Pat - Pending 
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PHELPS BEDDARD LIMITED 
(Dept.5) GEORGIAN HOUSE, 139 SLOANEST., LONDON, S.W. 1 


Sales Dept. SLOANE 1362. General Office SLOANE 5531 













, thérefore, t 
r welding to be done in the flat 
makes for high speeds and, there- 
helps to reduce operating costs, 

nsiderable cost reduction, too, 1s 
sible in the production of welded parts 
ough the application of special solutions 
y eliminate the adherence of spatter. This 
glution can be applied. with an ordinary 
aint brush to the welded: Pat it cuts 





Achieve An Output 


I meres of 55% 









os e is pon pda I 


speeds by the use of 


at E 
‘reasing welding 























trodes. Assume the following four arc 


will take: 





rc speed per hour .. 20 25 $ 40 
re time, hours ua D 4 3.8 2.5 
et-up time, hours 2 2 2 $ a 
otal time hours ^... 7 j 8.8. 45 
ost, labour and over- 

head (@ 5/- per hour) aar-  80/- 26/6 22/6 
Cost reductions ... — . Bj. BB 12/6 
roduetion increases o; v 17 53 58 
ote that, in. spite of fact the set-up 
Du is the- same in all four. cases ; e 


no. increase in equipment or pee space, 
SC Fhe next question is, how can arc time 
: be increased for minimum welding cost? 






(fo PE ft. per hour. It is There 


that proper positioning - 


the largest size. electrode practicable, 






'orrect. type and largest diameter elec-. 


of an 


speeds for different sizes or types of 
lectrodes. The set-up time wih, 
eurse, be the same in éach case, To pro- 


Too feet of welding, 


| belt | 


Brains Trust answer 


care. two ways, idu increas 
size of electrodes, Two, increase: electrode 
deposition efficiency with proper type of 
electrodes. l 

The table at the foot of page 28 
shows the effect of changing electrode 
size and also the cost per pound deposited, 
This comparison of costs and output 
shows the tremendous savings which can 
be made by this means. But cost reduction 
is not the only benefit obtainable by using 
An 
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rono in the sah of weldi 
















often assured- -especially where ` m iple - E 
passes are used, 

These few facts by no means give à full 
picture of what may be saved by giving 
careful consideration to the ^ various 
factors which can influence welding costs 
and production, but they do show that 
here at least is one field which can play 
a vital part in bringing British engineering 
output nearer to the desired mark set by 
the Minister of Labour. 





New y Extinguishers for Fighting 


. Incendiary Bombs 


pes. of portable 


-Dhe 


re Ww on i frei is “reached: the n 
is started by stoopng down, allowing the 
cylinders, each about 2 ft. high, to rest 
on the floor and then hitting the knobs 






a 


- hands. 


a fire is extinguished the flexible hose 


s then another fire approached and the jets 
s again released. e 


_ the 


ee: 


A. 










with the lower part of the. right wd 

In this way one man can bring 
operation immediately two powerful 
As soon as the bomb or the accompan 


be nipped by bending to stop the jet 


These extinguishers contain water aid 


.& small sealed seamless copper canister of 


compressed carbon dioxide gas, When 
knob is pressed down an internal 
sharp- -point pierces a thin copper’ sealed 
in the canister and releases the 
carbon dioxide into the water, giving at 
once a high pressure jet. of water and. gas 
mixed, discharged through an internal pipe 
which dips to the bottom of the cylinder. 


If you were alone in the 
Stockroom, and an Incen- 
diary Bomb fell through 


the roof, would you 


(a) give the alarm? 
(b) run for help? 


(c) use the nearest Ex- / 
tinguisher single handed? 


T THE CRITICAL MOMENT your staf 






you have provided in the most 


efficacious way? 
NUSWIFT offers the service of 


.their trained lecturers and instructors, 
who will not leave your premises until 
your staff can answer such questions 
as those above — and all other 
questions about how to fight fires on 
the spot with great speed, complete 
confidence, and efficiency. ° 


oe you. 


| No “doubt you will Jave nod 
ec best pone equipment for ee 





-will be a tremendous asset if trained. If 
not, a grave liability. Industrial squads trained. 
by NUSWIFT and with the right “equipment, 
have already been responsible for saving thou- 
sands of lives and millions of pounds’ worth of 
property. À post card, to our Technical Adviser 

will bring you 
. THE full details of 
| | this vital 
service, 
Address: 


"Technical Adviser 
Dept. B Í 


TRADE | 


ENGINEERING co. LTD. Elland, Yorks. 
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LOUDSPEAKERS INSTALLED THROUGHOUT YOUR OFFICES & WORKS 








FOR PARTICULARS AND LITERATURE WRITE OR PHONE 


THE MAGNETA TIME COMPANY L™ 


once GOBLIN WORKS, ERMYN WAY. LEATHERHEAD, SURREY  asuread sco ve LINES 


LONDON OFFICE: 53/54, HAYMARKET, 5S.W.1. TELEPHONE: ABBEY 2366-7 


N Palle the Eye 
to any folder 
instautly ... 
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SHANNOGR 


visson FLAT-TOP SUSPENDED FILING 


Folder location reduced to its simplest terms. 
Eye-compelling coloured graph lines on 


: UL e 
specially designed flat top folders preserve Tw ý : 
correct sequence, make misfiling impossible ka ac 
and location instantaneous. A wrongly en, | 
replaced folder throws the graph lines out of ~ A. Sa _ A C | 

i f 
E » E 


step and the culprit folder is at once spotted 
when the drawer is opened 
Quality equipment of every Kind such as Ming T. 
systems and supplies, visible record systems and 4 
office furniture may be inspected at our showrooms 
throughout the country, Specially designed st 


signed sti frame 
w standard fring drawer 
hannon Folders i mpletely suspended 
a T) I On without touching drawer base 
The change over to Shannograp! 
i$ simipi icity itseir 


IMPERIAL HOUSE, 15-19, KINGSWAY, LONDON, W.C.2 


And at Birmingham, Bristol, Liverpool, Manchester, Newcastle, Glasgow (Agent). 














“as 
a 
IR 


E 


ye 
B 


-— 


A m. 


t 


IMMEDIATE TELEPHONE CONTACT 


LOUDSPEAKING—NO SWITCHBOARD—NO DIAL 


With Dictograph Telephones installed the Chief 


wr 
-> pee 


p. ~~ ‘oo 
oris ae ; 1 eee 


Don't sign it for a moment Sir! An extra 
machine may not solve their output problem! 


We know the goods are badly needed, We know 
that ON PAPER another machine seems a 
sensible answer, 


But may not the real reason for wanting one 
more be that the existing plant is NOT producing 
up to its potential maximum? 


Can't we save this machine (which somebody else 
needs desperately) by improving the production 
from those others? 


In à surprisingly large number of important and 


apparently well organised we, Kardex has 
PROVED that its planned cont of materials, 
progress, and production results in greatly 


increased output, 


Kardex is in fact a system “machine” cheaper to 
instal than the shop machines to whose efficient 
working it is essential, 






Send for Brochures giv- 
ing convincing details of 
our Claims to Dept. 355: 


KARDEX VISIBLE CONTROL SYSTEMS 
1 New Oxford Street, London, W.C. | 
Tel.: CHAncery 8888. 








Executive can communicate with any depart- 
ment direct—by a simple flick of a key. All 
departments can also communicate with one 
another, but executive calls get priority auto- 
matically, A representative will gladly call to dis- 
cuss possibilities, Information, demonstration, 
survey, estimates orrental terms—free on request. 
Twenty-five years’ experience at your is Aaa 
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How to Make a Profit from 
a Small Works Canteen 


By G. WHITTAKER, 
Whitehead & Sons Ltd.* 


General Manager, David 


UR workpeople were agreed that a 
good canteen was needed, and a dis- 
used boiler house was the site iciccind 
The finished job was very attractive, witli 
painted walls, a new floor and tablecloths 
on the tables, The fully equipped canteen 


was handed over to a committee of the 
workpeople, and the receipts from sales 
had to cover all expenses, except the 


salary paid by the firm to the manageress, 


and the cost of fuel, Mid- -lay concerts 
are frequent and a huge success, and 
| there has been a great increase in 
efficiency since the canteen musical pro- 
grammes have been instituted, nor was 
there any difficulty in attracting a good 
| type of worker. 

In the first mill where the canteen was 


for 250 people the costs were as given 
below. The structural work was done by 
the firm and the cost would probably have 
been greater if the work had been con- 


| tracted out. 


| of the 


Total] Cost ner 
cost, head. 
£ £ s. d. 
Structural alterations .. ox 675 214 0 
less than 
Cooking and kitchen equipment 1115 410 0 
(including fixing charges) 
Cutlery and crockery 75 0,6 0 
Chairs, tables -» 175 015 o 


* From a paper read at the Manchester Conference 
Industria] Welfare Society. 





Kitchen linen and tablecloths.. 120 010 0 
Cash register : e à 175 015 0 
The income for the “half year was 


£1,706, whi 


Foodstuffs 


Allowance for break: ges 


The costs 
Marnageress' 


uch is accounted for as follows: 





£ 
1215 
Wages (except Mana geress) 310 
10 
1595 

borne by the the firm were; 

5 wage ‘ 110 
deprec iation on capital cost . 245 


Fuel and 10% 


The firm now feel that except for the 
manageress’s salary the whole cost should 
be borne by the committee. 


Profits Used for More Welfare 


Activities 


Six*staff are now employed in addition 


to the manageress, 


canteen 


is 


The cleaning of the 


done by general labourers. 


ook-keeping and food office returns are 


done by 


a member of 
conjunction 


the committee in 


with the manageress. The 


committee meets outside working time and 


is unpaid. 
A piane 


| has recently been bought by 
the committee with surplus funds, It is 
takings for teas, ices. 


probable that the 


etc., served during the tea breaks are the 
chief source of profit, not the dinners 
served for Rd., or rodd. with pudding, 





Executive's Instrument 





x Under present conditions, we can only cater for those firms engaged on Government work. 


DICTOGRAPH TELEPHONES LIMITED 


Abbey House, Westminster 


Branches at GLASGOW, 


BIRMINGHAM, 
LEEDS, NEWCASTLE, BRISTOL, 


CARDIFF 


ABBEY 5572 (3 lines) 


MANCHESTER, 
and DUBLIN 


A.R.P. Consult Dictograph on Telephone and Sound systems for A.R.P. and 


Afisate t 


Posti 























your =~ 


typing 


Wilkes Quick - Release 
Sets embody thin one- 
time carbons assembled 
complete - with the mul- 
. tiple leaves of. systems 
sets. so your typists can 
.. get ahead with nons 


ae typing. 


A few 
TAN - SAD 












Especially useful where | 
sets have to be re-inserted 
into typewriters for a pi 
MI second or third typing... > 
j ` When completed carbons come away in one. pull. leaving rs 

finished forms in one hand, carbons in other, EC 












A Copy will be sent post free to any Welfare Supervis 


or Works Executive who cares. to ask for it. # 
Compiled by a well-known Industrial Medical Officer 
tells how correctly designed Industrial seating helps: 
Lu maintain factory output at its highest level 
THE TAN- SAD CHAIR CO. (1934) LTI 
" OCCUPATIONAL SEATING SPECIALISTS Eu 
0 Aven House, e, Clerkenwel Green, ECA. Te: i CLErkenwell 319 
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LT D. 
BILSTON- STAFFS 


POOS CADEA E li HR Ram s EUREN EL SIDE KENT Uo nM 


i for further fire 
“blitzes, To reach a blazing 
loft or take the place of a 
burnt-out staircase an ASRO ` 
is a godsend.. Also useful in 
house and garden. - Very. 
Strong, green "enamel; closes 
T up small. 


GUARANTEE 5. YEARS. 
(S. Order early, please. 


-afte Gins ext ng to 9ft. fins. 38/3. 
< gft ins. n „s  10ft. Oins, 44/- 
^. 6ft. 3ins. » » Wft Gins. 49/- 

sft. 9ins, a s 12ft. 3ins. 51/6 


(including Purchase Tax) 


E Special 8 shelf- bar type for 
Factories ,. Warehouses, 
Stores, and Shops : 


 9ft.42/. — ift. Oins. 52/9 
(0ft. 47/9 — 12ft. Sins. 55/3 
(including Purchase Tax) 









< At Barkers, Timothy Whites & Taylors Ltd., 
.good. iIronmongers, or direct from makers 


To. ensure irümediate attention please give 
reference ALR/B, 


ASH & ROGERS, BENTLEY LA ALSALL 


r4 
m 


EU 


GLEDHILL- BROOK TIME RECORDERS © 


Empire Works Hud 






























CUSTOMERS" OWN HEIGHTS. & SUGGESTIONS. 


KEMCLO' HARDWARE Co. 


55 Netherwood St., London, N.W.6. 
| MAIda Vale 1331. 







PITMAN’S FOR THE BEST 
BOOKS ON BOOK-KEEPING 


PITMAN'S for BOOKS 
on MANAGEMENT 


PITMAN BOOKS. 
mean EFFICIENCY 













AIR DEFENCE EQUIPMENT 
SERVICE — 


THE esst experts and suppliers to 
Local Authorities and Government Priority 
Contractors ' throughout ihe Country, ean 
upply your every requirement, 
Amongst our Specialities are. D.T. 
Leatherette Waterproof Coats from 25/- 
Overalls from 15/1) in several 
et all ARP. requirements, 


ALE ANTI-GAS REQUISITES 
mx SUPPLIED . 
send- Enquiries do Head 
Liste ‘Street, London, 

- Telephone: : GERRARD - 


and 
and 
types te 





"of ce 
W .6.2. 
2348-5, 





THE “KEMCLO” STOOL 
`- gs illustrated 13/- delivered; | 
18/6. with Back Rest. | 

Model” *2—Extra large compartment and | 
oo. special seat 25/-. | 
Model 3 with Sponge Rubber Seat 30/-.| 
ALL METAL, CONSTRUCTION | 
XLOCKER GOMPARTMENT UNDER SEAT (hinged j 
“to form. cover). ` 

CAN BE "GONSTRUCTED & MADE TO; 


Veteri nn a me rmm me rm ia men PRENSA haaa a a ag S i m E An a, 


"13 hp. motor, and the work head is driv en 


Mifit werent? m rURAAcNS LAAs amus giiananmammannamamama AAA Ap erry emer 


and, being | 


| 2 t INTERNAL GRINDING 
NE 


highest degree of accuracy and sensitivity. 


| dor the Office 
and Factory 


SReaders are invited to make 
use of this valuable infor- 
mation. The name and 
address of the manufacturer of 
any product described may be 


had on application to the 
Editor, BUSINESS, White- 
friars House, Tallis Street, 


London, E.C.4. To simplify 
your request you may refer to 
the items by number only. 


@Manufacturers and distri- 
butors are invited to send com- 
plete information about their 
new products for inclusion in 


this feature. 






e 
‘7 INSPECTING | SCREW 


~ MACHINE PARTS 
A new optical device for inspecting 
screw machine parts and similar work up 


to about 3 in. dia, has just been intro- 
duced, Itis à simple device provided with 
a lens ud E almost instant focus, 
g both eyes can be used 
for critical ns) from different 
angles and at various distances. Adequate 
illumination is provided by a 40 W lamp 
which plugs into a standard lighting 
circuit, | 


MACHI 






3 














An ingenious: new internal and face 
grinding machine has been designed. AD 
feature of the machine is that, in addition 
to the table p uprocating motion, the 
wheel head cancalso be made to recipro- 
cate if rec On internal work the 
in-feed ë of the wheel head is 
adjustable oot in. The automatic 
in-feed- -mól r the grinding head ‘is 
adjustable between 0.0001 and o.0ọ15 in. 
per table st jike. Three table feeds are 


given by a top. motor through a 3-step 
cone pulley; the wheel head is dri ven by a 


by a 4 hp. reversible motor. 

29 DISTANCE 
THERMOMETERS 

E. Booklet on Siemens’ electrical dis- 

tance thermometers has recently been 

published, This new list inclifdes a; des- 


cription of the bridge cross coil system 


Which is used particularly when the | 
source of current supply is the mains | 


which are 
and the 


Var iations, 
giv es. the 


, subject to voltage 
"null" system which 


This latter -instrument was: designed äs a 


m 


a ; . . T * " Re g 1 á 


irradiation 


ne 
[op 
Natio ; for she 
Í eet he i 
We on?! l 


PEMBROKE RD. LONDON, 


A Mountview nsa 





















281-283 BOSWELL RD, LONDON. " 
—e m 
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stilt” of indes at the Cambridge | 
Low Temperature Station of the Food 
vestigation Board. These instruments | 
particular ly applicable at the present : 
time in connection with cold stores, grain ` 
levators, food manufacture and for 
chemical works, heating, ventilating aud | 
conditioning plants. 


] o DYNAMIC FATIGUE 
UT TESTING 


Metal which in use is subjected to fre- 
.quently repeated cyclical stresses. will: 
fracture under a load much below the: 
magnitude of the static stresses necessary | 
:to.cause à breakage. A static test, there- 
" fore, does not give a true picture of the | 

properties of a material under working | 

onditions, In order to determine the true | 


fatigue: limit of the material it is of e ES 
great importance to subject. test pieces. fo de. ie a ‘Proved 90° Ís et ective 3 
pidly alternating or fluctuating stresses. ^ ^; -— 


)ynamic testing. takes longer than the mH A B E | in large Factories 


‘static process, but the time factor.is con- | 
siderably reduced in a new type of duplex | 
Du ue-testing. machine just pue on the i 


ofthe W De dem | 
pon two rotating bar s TU most important factor in | ment before leaving at Ht night 


load simultaneously and is p u- i | 
Tarly suitable for routine testing. J the reduction of absenteeism | is encouraged 10 continue 
hree-phase synchronous electrie. 10 ar b in Works through. Wi inter Colds ; | t reatment af home. 


supported | by. the cast-iron machine: >p ; PD 

H hin. carries the chucks which holds |- ‘Plu, E: is. the hae and The effectiv eness of this t 

: the specimens by spring collets at both . proper treatment of all employees | ment is due toits combined ac 
E „ends of the extended gauge. Lage 4 developing thé very first | in the nose and | throat, and | 
' .. symptoms of infection. | : 


i 


PE This facthas been proved by a | comp eei “safe pur: 
usic in the, Canteen number of large firms who, in | septic action, FCP. 


recent years, have concentrated | assists the rapid Ps «dy 
-on this aspect of epidemic pre- the toxins in, the system wł 


teen: CA vention. The. method Laid 1S as i cause fey erishttess. and gen 
t fees: have to be paid for gramo- | follows i=- | | Ínfluenza symptoms. ic) 

» records played in a canteen? A NM ) ; MD DE | 

= What hours of work and overtime are. ^ # 1Il e mplo yee. es are instructe dto | Results, in fact, show that, pré 
| | report at. the First-Aid Room | this treatment is given pror 


jermitted in the catering trade? 
-These questions and many other pro- immediately they develop any | pe Pg eeu) ean be com 
se ; . ioc i e d [1 din 
blems which constantly arise in an. symptoms o x Cold, Sore Throa: | checked in app 
industrial canteen are answered in simple — ^7, Fi | Cases... 
, and concise form.in Hofel-keepers—This | or e run on l nasal ana. 
as the’ Law, by R. S. W. Con and G.. Each man or “woman nm | t 
B Erskine. (London : John rowther, 5S). 9 | 5 well-known | 1S 890€ te ien t rk withe 
reporting is gv en NOTH j 
w for hotel-keepers is much the: . reports aw E gm ; om Tl of passing. o infection D 
ne as-that for, works canteens, especially P re T | | A great | adv; a tage t "n D 
“points stich as those given above. DOE Antiseptic nts consists | dues es ie i T this ; 
Among. the legal decisions which. affect |... of a thorough thro. i spre ying (or | o o aM 
| gargle) with T; wed by treatment or Colds. have 


a 1 
strial canteens in w hich musical per- p 
ormances are given are: à a mal! / internal. iu. C.P. d dence | in it, € 'onseqnently it 
icin deater | relatively simple matter to 
f 
| 


$ THAT is the law of copyright ] 
; regarding musical. performances in: 
te : 


D @ Any unauthorised performance. in 
public is an infringement of copy- n s d x DM , ee operation in reporting att 
"e emp OVEL wes à uctea to First-Aid- reoom—and “also mr m 
report again for a further treat- | 


mira i sal pe mirror mover page fed ^ ;. 
PERRA 


right.. . 
(2) Musie olopided in any public place, | tinting the treatment at home. |— 


.such as a canteen, is a publi ic per- l 
me formance.”  . i EE Further details of the method qoil gladly be sent on 
(3) Music coming from a radio set is * $e application, together with prices for bulk quantities of 

another performance, quite separate) — ^. TCP. Antiseptic. Please write to: British Alkaloids 

and distinct from the performance 5 co CENE 69, Old Broad Street, London, E. Cz 

in the broadcasting studio from d rd as 

~ o whence it is relayed. i 
: (4) The playing of a gramophone record | 
| is a separate performance of the! 

(^. music, work, etc., recorded on it.: 
(3 The. manufacturer of a record has | 

. à copyright in it which is additional . 

.to and distinct from the | 

ordinary mosca copyright, 

ctory canteen managers, already beset: 

| “numerous | igen will anp a 











3 lating or dealing. with: . costs, 
dealing with the 4 question - me pi 
Abi calculation. The Ministries underta 
i|! to pay fair and reasonable profits. Their 
| idea of fair and reasonable profits. i 
| very different from what we would 
: regard as fair and reasonable in ou F 
| ordinary line of business. |. ^55 7 
| Their idea of a fair and reasonable = 
















cent. to 7 per cent. on. Jou and. 
overheads, 5 per cent. on material and e 
5 per cent. on 














Many firms. hava asked us this question— Thee s phot | s a sore 
oS I e 2 «Can you adapt our. present. accounting VE point, a 
T Eel pw 4x System so that we will know how much each: «] 


| explained, a of: over: 
customer owes us even if all our. head charges are di sal n c owed: before the 













ACCOUNT BOOKS ARE DESTROYED d 
BY FIRE OR ENEMY ACTION?" || 


Y YES, WE CAN. MAY WE HELP YOU? 










Accounts Advisory Dept. 
. 37-38 CHANCERY LANE, LONDON, W.C.2 





p ‘dhe. eee hee 
i are self- explanatory: | 











E ANUFACTURERS OF agen LEAF BOOKS & | MAC HINE ACCOUNTING EQUIPMENT d 
= _ Sitar [SH NC 20100. 
| d pu Cue. oe x ~ 0.1200 
Material m d iss anie dis cB aie 
ught-out parts MA ET T i . 90 


ari eri Pus tton 





mnt iie rumahan 


Ar re y ou answer ring po * | 7 4 i Profi f calculation: ; dd 


| d iu per cent, on labour and overheads 14 
ae 2 


















; 6 per cent. on material s A 
i 8 per cent, on hought.out parts 
ee a a ee = 17.3 - 
PP Ji | Maximum Price Profit Example: ae 
| » CM. 
4 Estimated. cost gay ae 10,008. 9°: 
| ‘The agreed nont. on the contract, ee 
| Which is included in the £10,000 is . 900. 
j| 5M the cost is £6,000 the rate of - E 
| profit still DEA 2 
| remains at 5000 Therefore the 
i contract price | s 
| | payable is £9,500 
|. Target. Price Profit Example : | 
| Total cost, including moor. of 5 Ha 
i per cent, is — .. d de | $0,006 
^| The aetual cost comes fo se "E £16,060 0 
| The profit allowed is.5. per cent. on - » EE TU 
x £50, O00 whic h is xi wes © xg C 2,500 
a ox 2S Ei 1 Making a. total of p 
44/7 € Al. oh 2: E | The saving on. the contract’ js 0 - 
m P | . ( aste ' aper) | deste MED "ee MENS Se Edi Soe, DE ROS 





Arlington Works, Arlington. Road, 
sT. MARGARETS, EAST TWICKENHAM, Middx. 


"Telephone: POPesgrove 5577 & 5157. 


Also at Devizes Road, SWINDON, Wilts. 
Telephone: SW indon 33032. 


df it. is agreed that” he contractor a. 
Shall receive 19 per cent. of the. 
saving; this wil. equal ^L. uc 


Therefore the. total value. ot the: cons. 
iract^to the contractor is ^ .. 2i 5 
AS against. An actual ost. of. "v £40. 000. 





entm rm nti 


Fixed. Price. Profit Example, 





And Roses Wharf, West Ferry Rd., MILLWALL, LONDON, E. MT d eer Pere eee utis "aM c 
"EUNDI EAST 3421-24, in actual practice the east comes to E  £9,000 


nnnm 


| The “£1,000 . 





saving is. therefore 





EE PEANN LEPET I PERIE UDESPEIESON ane pale addy aan C 











net profit at the moment is from 5 per. 




























faapa £100, | manc. ae es 
T maene cost £50 and 


































22) 





| sináble in the U.S.” This makes 












cked Americans might desire to take 
rer Britain's export trade, there is a 
mit to: what they can do in fact. 
American journal, Time, gives an 
xcellent instance : 

"f" Argentina buys British machines, 
British tools, British steel, and pays 
| for them in. Pd cA and beef. Under 


w 






















_ Argentina will 
oma tools—1if 
US. priorities, . s 
r Latin America have 
en granted). And the U.S. 
t be paid in wheat and beef. 
denn e , Wallace's 


stu 


















ra dpa jo we can E 
a ‘that the “ange of 


Ua cullsaeie n Loon: ES C 
October 7th) js d ab 
ic, The agreement between our. o 
"governments is simply to the effe 


ign. exchange to buy materials 


the D.O.T.s chatter about 
iding the export drive. — | 
Incidentally, however much the 


The ^ 


much of this il 


(Some || 


that Britain will not export to South | {> 


— “America materials obtained from us 
on Lend-Lease. "This seems very 
e iological. ‘Tt passed with very little 
“notice as far as American business 
Was. concerned. In fact, 
"embassy here was very smart in 





















vital by the isolationists. 
ing could be booming more than 


=the British wool products market 


: Peck, - recently received 40,000 
_. sweaters, cardigans, etc." - 
= Incidentally, one London advertising 
agent, specialising in export, tells me 


that only one of his clients has not 


maintaining the volume of export trade 
on the level of the previous year. 


to Get Female Labour | 


F` all out aid to Russia means big 
- changes in our internal policy, as T 
indicated last month, 
Bevin's new demands? Looked. at 
superficially, they mean an enormous 


your | 


- jumping in with the trade agreement | 
the very-minute that the lend-lease || 
“export situation. showed up, as it || 
might have been made into real | 
: Certainly —- 


| here, and I was told that a single. i : 
-big importer, who supplies Peck and | 


: increased. his export advertising for 
1942." Others say that their clients are 


: More Stringent Methods Needed 


what about Mr. 


$e 3 dan He number of workers 
he. BEY, | of , women. 


drafted fn m home, office and. 
factories. EM 

In actual fact, however, the 
incre ase W ill have to be got m- other 








ways. The army will. not. release a 
large number of workers, however 
skilled, in my view. The output. will 


have to be found (a) by improving 
methods of prodüction at every point 
(b) by translating. thee è H-up of women 
for war work from a farce into a fact. 

Shilly-shally methods of the Ministry 
of Labour have resulted in the big ggest 
dodging da a call-up ever known in this 
country. Some Labour Exchanges have 







not been able to enrol more than 596 


of the women called up. Because 90% 


„of the spinsters and wives between 20 


ELLAMS CA RBON PAPE 


1c a ATOR 


Mob. 


big 


classification. wil hava. 2 be. us 


olds. 








No process or appliance has yet bee 
devised or invented to produce mo 
perfect Duplicating than Ellams.ra 

Duplicating appliances. , 


For nearly 50 years. the 
money s scientific f 
entire Company have. een | d 
the development. of Duplica 
ment, with the resuit that to-day 
more efficient is obtainable. 
group of 1 iplicating Machine 
varying prices from the small 
Flat Bed Model to the Automatic 
Self-feed ing Rotary. 




































CATING INKS A! 
STENCIL PAPER 


Eflams Carbon Papers achieved pop 
| larity- some forty years ago o because they 
were the first Carbon Papers in th 
World to be clean to handle and. 
“smudgeless in operation. : 














To-day these things are taken. der 
granted and the outstanding attribute 
which causes so many users to insist at 
Ellams Carbons is Economy — NOT. 
cheapness. in first cost but Long. Life: 
you can use them time and time again 
They will stil be giving good s 
when two or even three lots of 
of lesser quality (although not greatly. 
less in price). have. had their day. o 


Write for full information, 














co. 








-$365. : 
























and 25 are doj 
97% of the: 
groups do hous: 
Si ed exemption. 

A much more: string 





ent PEN 


beginning EU being made 








miles is pus Vadis a. ré 
The same v igorous comb-cut t 
must be applied to wome 
servants, bank clerks, insuran 
typists and housewives. | 

Such methods will ev 
another 500,000 women wo 
factories, if it be carried i 
from the: e -year- -olds to. 












5 deu. | | ^RI | ] .- three rights F oe it will be aote. 
-Weekly yo Aver age — of 56 H ours P FOVES that no enforced change is necessary du 


^ Malik to One Firm's 7- Day Week Problem order to prevent the same shif 


personnel always - working the sam 
period—for example, Saturday night or. 
Sunday daytime—-week in- and week | 
















SHE E ET of the twin-shift moreover, = allows the men ample 
a method to overcome workers’ leisure time to spend at home to carTy -~ out. The rota. changes automatically wol 
bjections tO a severe -day week has out their s shopping, gardening and other each week | far three Ww ecks, when. the qus 
roved a blessing to many concerns. pursuits, whole a is s completed. The hours i 
"here afe; of course, many variations The.men themselves. like the system, e | US 
the basi idea. These adaptations . and the output oi work has increased 
e naturally made to adjust the considerably since it was introduced in 
quirements of the firm and to meet place of the two-shift system of twelve 
ae various objections raised by the - hours, which itself was introduced ti 
rorkers themselves. : | replace the three-shift system. of. eight 
hours, which it was necessary to` aban- ee 
don on account of the difficulty y ot shift W 
changes at 10 or 1l p.m. during the 
air raids that we suffered la ist, winter. 
























Arguing that anything from 47 to 56 
pure may be considered. B reasonable 











e P evan. n nical manage : oi B "n 
Her & Co. (England) Ltd, has : : 
planed the twin-shift method This System. Works on a a Thr ees 
pted by this frm in a letter to the | Weeks Rotation | 
| Statesman and N ation. 

















The. system now in operation: EGUSISES ui 
-While we take no credit for the of three- shift personnels, but only two d 
ention of. a new. shift system, Mr. shifts. are worked in each period of24 ef 
evan says, we are not aware of such hours, the ch iangeover taking place at du 
system having been used in industry 6 p.m. and 9 a.m. only.. Thus a night nie 
fore. This system, which has now shift of 15 hours (6 p.m. to. 9. amis 
en in operation at this factory for followed by a day shift of nine. 
ree months, is most successful, and (9 a.m. to 6 p.m.) If the thi 
ikes into account all those difficulties. sonnels . eae cach. other 
-transport winch are accentuated by rotatid it? 
ick-out. conditions and air raids and, 


























haps n more «7. 
: three-shift . 
the large number 
16, if overtime is. 
d be, on. a shift period 





















= Desk Càlendars 


Use a System Desk Calendar your- 
self—place one on the desk of 
every important member of your 2 
staff. See from the accompanying 
illustration how simply thisünique 
device operates— and yet how j> 
complete, automatic and accurate | ^ ^ 
is the service it renders you. At | - 
the top stands the day's date in- 
large type ; below it, an oppoint- 
ment sheet for the day marked 
off by hours and half hours ; 
then comes a convenient Calendar | 
-for the current, past and next 
months; below it a big sheet 
for the day's memos, notes and 
reminders : there is one of these 
large sheets for every day of the 
year, giving ample room for all 
records. As one long-time user 
| says: “ lt is the one indispen- 
sable desk assistant for every 
Hn." Models : Tu 
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We shall be pleased. to ea" 








. SHAW PUBLISHING € 





: you a copy of our booklet. on é Carmelite St, London, i E. C. 4 
the war-time care of your Please send me, without obligation, full particulars and. 
typewriters. illustrations, with prices, of the. System Desk LE 
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š E ` " E 
"m n ` ; E de we 
PEEP RPE ERE TERE REAR FIR AST EAT AREA Eu sp ea d wx oc d 4n RA NAAR AED erre ure 


















ee Progress Work, 
$ (€ ‘ontinued from page A7 
also be arranged on a Gantt. chart. 
- Thus, if the horizontal spaces used 
for charting the production figures are 
nade a little deeper, Imes can be drawn 
to show the material position. As an 


| E example, in fig. 4 a chart is drawn in DRAWINGS : M APS - BLUE PRI NFS, 


which production figures are repre- 























































sented p the solid lines and the CAN BE kits 
material available is parate] by the : 
= dotted line. ORAE 
ME sually it is only necessary do chart | The increasing demand necessitated By PU Oark Apam 
2 ; No: Focus 
progres . figures.- for. "material | the War effort upon- industry's pers — 5 Skil 
alt skly or other deliver i AE PRAN :applies in. the first place to. 








the Drawing Office, The Ruthurstat process is in 
certain factories reducing eighteen months' tracing 
bel OF Engineers” Drawings to six weeks’, at a cost of 
£f £1,500; as against £4,500; In addition to its 
E importarice to the Drawing Office, it serves as a 
as | general utility unit, interdependent with the whole 
Ro organisation. 


be indicated if desired, d 
X Shown i am hg dh. only | | 
; mater al ds ` charted, altho 
























ihe strain placed. executives in. 
relation" to. Gowinitent- Forms, Tenders, 
Contracts, ‘ete. (which require many hours 
laborious typing and» checking), can be 
-i relieved by the installation of the 
^| Ruthurstat process, which enables you to 
^ | obtain exact erroriess. copies of. vital 
5 documents, 



















the n 
operations. 
in order dow the 
chart, and the worl 
charted by the Gantt m th 
the respective operations, © 

Gantt. charts ean be drawn si 
to compare all kinds of "perform 
current and progressive, with set 

—osStándards. An important use 
must await a furth ier article; 

. how each piece of. machiner Lu 

AES. being used, and. if idle; the rea 

for the ‘idleness. S 













The Ruthursiat Electro-Copyist 
Fidl rar 


t6 £2 i 





te of sizes freni ties Aosty 
X H2 in Engineering Models, E 
10 hours typing reduced to 30 minute 

6 months tracing reduced to 2 wee 


































n AN TEN manager of a large 
SIUE frm ^who was worried over. the 
$a. Incfeasing cost of. packing paper, looked | 
SUL. round his establishment. and discovered a 
great many scraps found their way into 

the waste-paper baskets. On careful 
investigation he found that even if the © 
 price.of paper had risen, the amound paid - 

^ by the waste-paper merchant Was pro- 
 pertonately higher. As a result, he pur- 
"a chased a baler, and the nid paper wasi 
QC, baled üp regularly and sold at the sum FA 
m “pounds and « over every ' month. 


abt mua ap tnra aa^ — 





get prompt de= | 
iat durable paint, 

























We will gladly send an expert 
to discuss your canteen, fac. 
tory, or office flooring prob l 
lem. . . anywhere... any 
time, No obligation. Please 
write to r=- | 












= NUS PENCIES are 
incomparably smooth and 
long lasting, their standard | 
of quality rever varies. 


MADE IN ENGLAND 
NOWN "WORLDS QUT. THE 











. . . Unskilled Labour 
. : . Lasting Service - 
I ae Any Size or Colour 


i R PHONE SPECIM NS 
lirect to. the address WRITE 0 FOR SPECIE 


below . for sample, stating B . softest to,  TRAPINEX LTD. 8 ind Works: l - t — 
h degree you prefer. Sh, hardest 43 Commerce Rd., London, N[2 — The Great Metropolitan F 


oo NUS. PENCIL Ma Lihi tawnas ve : hanain oe hee LI 


k CER Spend "lpgliculion 
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wo 


Ij you have any difficulty 
in being supplied, write 

































Some Points that Really — 
Tell in — 


R SHELTON, COX, sales. manager 
of a leading firmi of "loose-leaf. book: 
manufacturers, has published : 
tonic talks under the» tith 
sales Manager." Ange 
intrinsic value in putts 
men, the httle book, 
also giving valuable helt! 
Association Spitfire “Fu 
profits are devoted, | 
Here are a few extrac 
an example of Mr. ing 


THE COLD. ‘CANVASS. ; 








d Md picem of egan, 
ch it was written. Then a 



















yhat was in my mind. 








ur firm, and you 
ie r will be : UN or” 






Most expressions - from: Us ‘ 
hit the mark, It means. the cold-blc 
canvass of new business. It’s the hi rdest 

thing a salesman has to do and ca E for- «4 

al the qu lites. ot aor a. em 
| heartedness,: 
por 7 pt . he may possess. e WO [voit 
s holding up the production of lf we would set pde part. of our. an pate "Yes ad commit. your firm and 

DM cc o . to cold-canvassing each day--stomach t e take. ES rap if necessary. | 
| © rebuffs and stick it with: enthusiasm an Lf you. want your firm to have: complete: 
sincerity—there is no doubt more sa i confidence, you let it be your habit to be 
could be made. OF d your. dealings, Firm, but just 













dort budge. 
"Well, PIE put 
they Say,” 


zi 












































THE ADVENTU E- 

li I had-tny way 
young man who wants 
. down Leather Lane i in ih 
| Every lunch ime. huck: 
` wares, its | a. + gold, 









Ys 




























per y uality 
ue of e. te Y m 


‘such, does 
fit. “The sale 
n s.d, but on 
"et. a sign. to me,» Ive 
rs the young T l salesmen. Be 
it said, young in- t selling. always. Success 
- no account, 4A kng 3 Brave ! 









Thé | pri 


















shape of old office he 


= | TIME RECORDERS 
a Time. Checking and Job Costing Time 







ost f berto; 3 ; 


24% discount for 3 insertions, 
e 10% for iP. Payment. i Mer 






, insertion. 


Fé and Safes urgently wanted. Good 
, Bend description DALE, 113 High 
W. O2. Tel. HOLborn 2564. 




























Short Story Writing —There is- Pu gruesa X to ; CS PO us 
successful story writing—the Regent way. . Sen wo ð heque Writers, in good condition 
for free booklet. heget Ihstitute PER uer d | " Protect DES T MacWhirter m Service 

E lace Gate, London, W.8 i ^ Woad Cardiff. eet 















TELE VITRE Cee wean MU TUP PES 


n OFFICE EQUIPMENT FOR s 





Selection of. Ex-Governme 
dm d STEEL AND k i Ds E. ERNST 





de Roue o-Neopost. Li: totat d toe 
, $even months age. For "Sets, EON. | m H 
CBINESS, Whitefridrs House, Tullis street, Bed Cross thanks ihis Journal for the free gift 


i of this _annonncement. | 
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VANCOUVER | 


i eer tario redet nimmer! mme nt 


EAST 5632 (three | lines) ; 
2852 (two lines) A 





p which. made it allclear |. 


> do, or give or. t) 


1 difficulties. Tt. ru 


time a concession P to SES 


teduce his: 















PEOMONTOND | 









MAKES OF P 


Adding Machines, Duplicators, Cash Registers, Calculators, Time Recorders, 
and All Business — BOUGHT AND SOLD, HIRED AND REPAIRED 




















HIGE IE ST T PRICE $ P AID for all 


» Simplest Portable RAPH m x H ona 
Machine E. | Takes: of Modern 







Delightful to use. 







Busy office, no torn cheques, ete. 
post free, 





Adders, 
Calculators, 
Cash "- 


Cd B ol. 1o ‘add froni ia. ‘to E 19 1 14 CP AE a 
2095 A 9 col to add from id. to £99,999 19s. 114 7 
oso W Hand. and. electric - models . with or witho 
ME Miedo Mud. f 

os dH No Mod 









s: 1 Fee 
FOR POCKET OR. DESK. 
$6 Simple . Anyone: ean wee it 





ing letters Took: H 


in Plush-lined, ducoid case. : for | 
r | doch P Kod a 


Size. 112234 in. 95/- post free. PE 
When ordering state for what purpose 35 m emn um 
required, Also a cheaper pocket Adder for | 
ordinary figures and Indian money, in ease. d 

30/- post free, 


ae + 
RM. 





lug uke and idus D you 
an. altered chegue a your own 
bility? ‘Price. £12 25. 


Alt make of Cheque Writers at half usual 














For al calculations, Multiples, divides 
adds and subtracts in 1/10th time taken to 
do so mentally, l 





- prices, Ask for nat: 








Phone: Holborn 3793, or write | Don | TEMPORARY TYPISTS BENTO: 


LA ae 74 CHANCERY LANE (Holborn Er 
2 RKET. & at Maidenhead. London, | 








US 


& 





ARCHITECTS 
Laings have Choice Factory Sites available around London. 


WALLIS, GILBERT & PARTNERS,  FF.R.I.B.A. 





For firms engaged in urgent War work, Laings are happy to 
build factories now, and in other cases sites may be reserved 
for the erection of factories after the War. 





Apply to any leading Fac actory Agent or to the Owners : — 





|. BUILDING AND ENG G CONTRACTORS 
LONDON, N.W.7 Phone: MILL HILL 3242 (9 lines) 
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The Paramount Hand Operated. Punched Card System is a simple meth mploying 
Mir understood by director and workeralike. By its use a few junior girls can pro 
figures. . before wage payment. Mie beni SE ies caua to store 
; E Dra nlótes easy: planning and progressing and is used b di 
allover the country. 





Suspended from edge of Cab 
Dimensions closed 15"x12"x9" 


INSTANTANEOUS IN ACTION 


CARRIAGE PAID U.K. 


EXTRA SECTIONS OF 9" 7/6. 


ladder pol with Cab it is pue d er 


emergency, occupying no space. 


-be bolted to any other position in, the Works or 
-outside 


her-proofed and Enamel led. 


PLETE ‘AND PERFECT FIRE ESCAPE. 


|. STREET, SUTTON, SURREY 


“Telephone - VIGILANT 1810 


By installing EVERTAUT Steel V 
Seating you put an end to lost 
tion through weariness. Output i 
mediately increases. and is maintained. 
EVERTAUT Chairs and Stools are 
scientifically designed to give correct 
spinal support and eliminate fatigue and 
strain. They are comfortable 

and sturdily built to give 
many years | of satisfactory 
service, > 


Send to-day for informative literature 
deig with EVERTAUT Steel: Name SRM 
Seating toime ^— Vus 


Proprietors mà Brooks. è Co. tid. I 


Write for details of equipment and se 


Dd ag fers 


GLEDHILL-BROOK TIME RECORDERS LTD 


Empire Works 


Huddersfield 





flethods & Practice" (Free). 


ICTAPHONE CO. LTD. CHOMAS DKON 
H) 5 Kingsway House, Kingsway, Lo | 


Telephone HOLI born 4161 (5 Vises) 


pum e oom o ree i a ee m a Wm Win 








CC IT 
THROUGH WITH 





| J 
3 X $.5* ^ ; 
' i | 
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PHILIPS LAMPS LIMITED. CENTURY HOUSE. SHAFTESBURY AVENUE, LONDON, W.C.2 
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AND PRODUCTION 
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~ This Pues System does + Hel 
ae Eus Your Workers. Ww 





o Dunlop Rubber Ca d GEL) 
E Practical Hints for Office Salvage and. : 
^ By H. H. Longman, VEEG. uo | 
| Assistant Office Manager, Lev er Bros, 4 | & EX E Ltd. 

n Ideas for Industrial Salvage...  .. 









NO COUNTING | 
NO CHECKING 





A Wright Ld | 
y and Economy an e. 24 


28 
30 
32 


‘How PN god iig Canteen Meals " SR iw 5 
By Miss F. Garrett, 
Canteen Adviser, Industrial Welfare Society 
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Find out 


details, 





Telephone : 






Telegrams : 


THE EGRY Speedfeed | 'ypewrit 
f itted to any standard mac nehi iin hine 


It is entirely automatic in operation 
and can be attached and detached 
in a matter of seconds. 


all about 


WARPLE WAY - ACTON 
LONDON, W. 3 | 


SHEpherds Bush 3377 


Egrycompak, Ealux, canon 


-Gone are the jes when folders took ren minutes 
sto find—or couldn't be found at all. With 
“Shannograph, 
filing system ever developed, folder location is 
instantaneous ; coloured graph lines on flat-top 
` folders preserve correct sequence and make 
ie, te misfiling impossible. 


: Quality equipment of every kind such as filing systems 

and. supplies, visible record systems and office furniture 

may. be inspected at our showrooms throughout the 
county. 


AL H QUSE, 


gham, Bristol, Liverpool, Manchester, Newcastle, Glasgow (Agent). 


the fastest and most up-to-date 


Specially designed flat- 
top full 
fitted 
suspended on a 
frame. 
always visible, folders 
hanging vertically 


whether full or empty. : 


15-19, KINGSWAY, LONDON, W.C.2. 


this 
labour saver now—let us forward. 


Mr. CANTEEN MANAGER! 


vision folders | 
with hangers are | 
steel j 
The titles are | 









time and 
full 












THE 
SPEED-FEED 
ATTACHMENT 








i Type J 
Are you aware that you can hire this machine for counting 
pennies, halfpennies or tokens at the low cost of approxi- 
mately 6d. per day ? 


SPEED with ACCURACY 
at the rate of 1,000 coins per minute ` 
Minimum hire period one year 
Fog ostün reed ^ MPH MOMS 


INTERNATIONAL COIN 
COUNTING MACHINE CO. LTD. 


COLLEGE ROAD, 


CHESHUNT, HERTS. 
Phone: WALTHAM Eus sates 


















e carbon 
DO NOT 


the sheet 





WaxrraH 


The back of the carbon paper is 
D usd with a special preparation which 
gives it a GLOSSY WAXED SURFACE. 

This DOUBLES THE STRENGTH of 
paper 
"TREE" 
gr carbon papers. 
n i enables A MUCH HEAVIER 
C ug to be placed on the front of 


Waxcraft carbons 
OR CREASE like 


Therefore each carbon 
9 gives à SHARPER IMPRESSION to 
the very end, 


CARBON 
PAPER 


lasts longer 


@ Waxcraft Carbon paper has à nom 
smudging surface, 
OFF on to your fingers, 
carbon copy 


© COSTS NO MORE 


it WILL NOT RUB 
nor will the 
itself smudge. 


than ordinary 


good quality typewriter carbon. 


FREE SAMPLES AND DETAILS FROM 


STANDARD OFFICE SUPPLIES CO. 


57 FARRINGDON ROAD, LONDON, 


E.C. 


‘Phone : CHAncery 5561 (4 lines) 


Your Index to BUSINESS EQUIPMENT, SERVICES AND SUPPLIES 
which can be obtained through the Announcements in the 
Advertisement Pages in this Issue 


, 


ADVERTISING AGENTS 
Gibbons, J, J. Ltd, 
AIR RAID PRECAUTIONS 
EQUIPMENT 
Air Defence Equipment Service 
Constructors Ltd, 
Phelps, Beddard Ltd. 


ARTIFICIAL SUNLIGHT 
Hanovia Ltd, 


ASSOCIATION ADVERTISING 
Bradford Dyers’ Association 
Ltd, : : 


AUTOGRAPHIC REGISTERS 
Carter-Davis Ltd. 

Egry td. 

Fanfold Ltd. ra bed 
BUILDING CONTRACTORS 
Greenaway & Son 


USINESS BOOKS 
Pitman, Sir Isaac & 
Ltd. E wt K 
CALCULATING MACHINES 
London Computator 
ation Ltd. AS 
CANTEEN EQUIPMENT 
Bartlett G. F E. & 
(Metal Workers) Ltd. 


COIN COUNTING MACHINES 


International Coin 
Machine Co, Ltd. 


Sons 


t- 


Son 


IMMEDIATE TELEPHONE CONTAGT 


Ci UM yt- 


Counting 


AGE 


38 


as 


38 


31 


CONTINUOUS 
EQUIPMENT 


Carter-Davis Ltd. 
Egry Ltd, 

Fanfold Ltd, 
Wilkes, James Ltd. 


CYCLE PARKS 


Constructors Ltd. 


DICTATING MACHINES 
Dictaphone Co, Ltd. 


DUPLICATING MACHINES 
Ellams Duplicator Co, Ltd.... 


FIRE FIGHTING EQUIPMENT 


Nuswift Engineering Co. Ltd. 


FLOORING 


Great opo 
Co. Ltd. ... è 


LADDERS 
Ash & 
Gravity 

LIGHTING 


Edison Swan Electric Co. Ltd. 
Philips Lamps Ltd, 


Flooring 


Rovers 


Ladders Ltd. Cover 


LOOSE LEAF LEDGERS & 
SYSTEMS 


Kalamazo (Sales) Ltd, 


PA 
STATIONERY 


GE 
& 


29 


P AGF "AGE 
MACHINE ACCOUNTING EQUIP- TELEPHONES & ACCESSORIES 
MENT Dictograph Telephones Ltd Pb 5 
Copeland-Chattersan Co 
Ltd, 7. Cover i. TIME RECORDERS 
;ledhill-Brook e Recorders 
MANIFOLDING REGISTERS oe Cover il. 
Egry Ltd. ake: i Internnationa lime Recording 
NOISE PREVENTION Co, Ltd 6 
Magneta Time Co. Ltd ?0 


Burgess Products Co Ltd. ... 


OFFICE EQUIPMENT & SUPPLIES 


Constructors Ltd. 
Shannon Ltd. 


PAINT PRINTERS 
Trapinex Ltd, 


PENCILS 
Venus Pencil € 
PRINTERS 

Wilkes, James Ltd 
REPRODUCING EQUIPMENT 
Ruthurstat Ltd. 


SOUND EQUIPMENT 


Dictograph Telephones Ltd. ... 
I 


Magneta Time Ci Ltd. 


STATIONERY 
Wilkes, James Ltd. 


STEEL CHAIRS 
Evertaut Limited 
Kemclo Hardware € 


LOUDSPEAKING—NO SWITGHBOARD—NO DIAL 


With Dictograph Telephones installed the Chief 


Executive can communicate with any depart- 
ment direct — by a simple flick of a key. All 
departments can also communicate with one 
another, but executive calls get priority auto- 
matically. A representative will gladly call to dis- 


cuss possibilities. Information, demonstration, 
survey, estimates or rentalterms-—ífree on request. 


Twenty-five years' experience at your disposal. 


Branches at 


Cover 


TYPEWRITERS & ACCESSORIES 
Standard Office Supplies On... 8 

i Taylor's Typewriter Ci 

Ltd, mu | .. Cover iv. 


TYPEWRITER BILLING ATTACH. 
36 MENT 


Egry Ltd : : 4 
01 VISIBLE INDEX 

Copeland-Chatterson í i 
ix Ltd, ... Cover i. 
x Kardex - e». Q0 

"hannon Ltd EM A E 


WAGE PAYING MACHINE 


Brandt Automatic Cashier 
o1 Co. Ltd. sot 
90 
WASTE PAPER 
Hil John & Co Waste 
83 Paper) Litd. , à 37 
Hough, Robert _— 
il. WELFARE 
TOP Cover iii 





Executive's Instrument 


Abbey House, Westminster 


GLASGOW, 


BIRMINGHAM 


% Under present conditions, we can only cater for those firms engaged on Government work. 


DICTOGRAPH TELEPHONES 


LIMITED 


; ABBEY 5572 (3 lines) 


MANCHESTER 


LEEDS, NEWCASTLE, BRISTOL, CARDIFF and DUBLIN 
A.R.P. Consult Dictograph on Telepho ne and Sound systems for A.R.P. and 
Music in Factories. 


‘pleas. a post paid 


b without further obligation the 
ANT ERN. 


“The Time Element d I 





THE INTERNATIONAL.  JOB-TIMING M ACHINE MODEL E.M. to 1008- T P 
IS THE JOB- -COS TER THAT HAS NO PINTEA TIONS, 


The number of jobs that < can be recorded 
on one € is UNLIM ITED. 


! Won d. Bot T to ydesena COME of size 
and shape to fit the machine. 


The size of card can vary with your 
requirements. 


The shape of card does not matter, The 
machine will take any shape or size of 
card. 


The machine is expressly DESIGNED 
for TIMING JOBS and it will meet any 
and every requirement. 


e 18 truly. ae ONE- HAND operation 
machine. Insert the card and the record's 
made. | 


There. are no. y levers to move or bars to 
stri ike, 


Clearly, quickly, indelibly.. it wu the 
complete date, hour and minute of 
starting and of stopping jobs. 


9 it can be supplied either | in spring-driven 


models or electrically operated. 









Automatic Supervision Ensures Uniform : 


Fill in the form below and post to receive booklet. 


want 


ATTI ON AL booklet : 





 Gosting” 


2: Glasgow, 


INTERNATIONAL EQUIPMENT OFFERS all that you 
in Time and Production . Control, 

thousands of users to confirm. the accuracy, satisfaction and 

speed such equipment. gives. E 
. time experts and servicemen rea 
you are. There are showrooms and bra: 
Manchester, Newcastle-o f 







and there are 


You will find International 
d y to. give s service. wherever 









in stamps is enclosed. 
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3 INTERNATIONAL TIME RECORDING | co. LTD. | 


112 STRAND, LONDON, W.C.2. 





Head Offices: International : Works, bance Lane, w. 6 
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By CECIL 


1 SY exetutives- read with a wry 
smile the statement last week by a 
ceo  . Government spokesman that the 
^ - problems of materials and machines are 
“now solved, only the problem of labour 
—u remains. "This burst of optimism is 
^. hardly borne out by the results of our 
E latest survey on the output situation. 
-. ^, Our last survey dealt fully with 
ë _ absenteeism; this time experience of 
executives in using the fourteen main 
. methods for stepping up output is 
^o surveyed. | 
SAt the suggestion of many readers, 











ally changed. - Almost 80% of our 
uestionnaires (and returns) are now 
for factories engaged on war work. 
include almost all the important 
t concerns, a number of the 







from thie survey. Absenteeism is 
again proved to be an area prob- 
It is ul mentioned | in 
: 20% of the,r remi 4 







u « «Closer progress s con- 
‘trol’ ” comes second. New trend 
towards. a more scientific wage 
payment method emerges 


he composition of the samples has been 


judged by 





trends emerge 





CHISHOLM 


largest aeroplane accessory manufac- 


turers and a percentage of tank, gun | ; : 


and lorry factories. 


On this occasion luxuries (chocolate, 3 
confectionery, spirits, cosmetics, fancy 


goods, tobacco and cigarettes, but not 
soft drinks) have been 
excluded. One or two of the largest 
biscuit manufacturers have been 
included, as biscuits have become a 
staple of war-time diet. 

Care has been taken to include fac- 
tories of all sizes. While most of the 
big aircraft firms employing 10,000 or 
more people are included, a number of 
concerns on war work employing as 
few as fifty or a hundred people are 
included as they still represent so 
large a proportion of the war output 
almost | any standard. 


completelv 














14 z = 
24 ba 





eeping system 
tss s control wie 














ork —— 4x 

ter heating and ventilation 4.0. 

Closer conti employ. o 

| Extended cannar. service $28 7 
| Better. welfare end medical 






























ONCETHS "are 
the first time. 










o th 
concerns. is of great value to directors 
of large concerns now facing the 
problems of small scale production for 
eaders will remember that in this 
rnal we have stressed particularly 
»ortance of material chasing, of 
ress systems and of the control ot 
nteeism. We have placed such 
is on these points that they 
vell scattered on the question- 
- Chasing of materials was 
eliberately placed near the foot of the 
questionnaire, to prevent it attracting 
exceptional attention. | 


8% Say that Material Chasing is 
: Most Important 


Yet it will be seen that. this factor 
gures first in our returns. As before 
rms were asked to place the factors 
ssisting in stepping up production in 
order of importance. The factor 
marked 1 got three marks, that marked 
2, two marks, the third choice, one 
mark. No fewer than 48% of the 
firms replying put material chasing 























CLOSER CONTROL OF WILFUL ABSENTEEISM 







BETTER STOCK-KEEPING SYSTEM 





v Jerosex PROGRESS CONTROL 
i ALTERATION. IN WAGE.PAYMENT SYSTEM 


[BETTER FACTORY LIGETIN 








IMPROVED TRANSPORT FACILITIES 
BETTER HEATING AND VENTILATION 
CLOSER CONTROL IN EMPLOYMENT DEPT. 


aser TRAINING OF WORKERS 


“| BETTER WELFARE AND MEDICAL SERVICES 


| WIDE ACCIDENT PREVENTION CAMPAIGN 





| CHASING MATERIALS TO PREVENT SHORTAGES 


“Accident prevention campaign" and “music at work" 
2 amy vot 





e experience of small independent. 


NENNEN 


n It will be noticed that “closer progress control" 
absenteeism” almost tied for the second place. 











ir first worry and its cure the mo 


direct way to higher production. — nu 


+ 


The uses of energetic young execu- 
tives as chasers of material and parts is 
steadily increasing. In some cases 
salesmen are on the job, in others 
progress men have gone out, in some 


cases the directors are spending a good. 


deal of their own time on this job. We 
hope to publish further material on 
methods of easing the problem in early 
issues. 


Why Progress Control is so Vital. 


to Production 

Surprisingly enough, "closer progress 
control" came in second. Here again 
the aircraít, electrical and armament 
industries generally are responsible for 
the bulk of the vote. More and more 
firms are at last realising that if they 
know where they are going they will 
get there quicker. The greater the 
knowledge executives have of what is. 
happening at every stage of the job, 
the easier it is to forestall shortages, 
bottlenecks, and other delays. 

When we consider that some of the 
newest type aeroplanes may contain 
well over 50,000 parts, the necessity for 


keeping a strict watch on every 
individual stage of production 1s 
obvious. | 


At one time the worker tended to 






and "closer control of wilful 
*Better lighting" came fourth. 
secured scarcely 










on. 
as keen on an efficient progress system 
as his works director. But many 
factories have still a good deal of lee- 
way to make in this matter. 

In particular there is a tendency not 
to simplify the progress system as much 
as is possible when mass production 
methods are introduced. 

An example of just how simple a 
system can be used for toohng-up is 
given in the article on page (17) which 
describes a system successfully in use 
at a highly efficient works for the past 
couple of years. 

The factor third on the list is “closer 
control of wilful absenteeism” with 
14.25% of the vote. r | 


Absenteeism is Still Holding Up 
Output in Certain Cities 


It is encouraging to find that the 
control of absenteeism now seldom 
ranks first in the list of methods for 
increasing output. There is every 
reason to suppose that attendance 1s 
improving outside the black spots. With 
better transport, better shopping 
facilities, better canteens, shorter hours 
arid no Sunday work, the problem has 
now undoubtedly been eased. 

On the other hand in Glasgow, 
Sheffield, Birmingham, Coventry, it 
remains the chief problem still Three 
directors sent in their individual 
remedies. Says the Managing Director 
of a Midlands firm engaged on war 
work : 

“Our best method to step-up output 
has been the formation of a Works 
Committee which meets me once à 
month to discuss complaints, alter- 
ations in method, improvements, etc. 
This Committee has now been ru 
ning for twelve months and ha 
proved really successful." 


The Aircraft Industry Has Still a 
Bis Abséntee Problem 


Another Midlands concern on war 
work has an unusual solution for 
absenteeism. By notifying a girl's 
parents when she is absent without a 
doctor's Certificate or a specific reason, 
most. of the wilful absenteeism is 
prevented. "In most cases," this direc- 
tor writes, "parents. do not know how 
often their daughters stay away from 
work: generally they have no idea that 
the girl is not at the factory." 

Of course, this method will not apply 
where many of the girls are living 
away from home. But where the 
majority of the girls are from the 
locality, it apparently affords a simple 
and direct way of reducing the 
trouble. 

Our recent evidence of the local 
nature of absenteeism and of low 
capacity working in general is con- 
firmed in this second survey. Almost all 
firms in the aircraft industry and the 
majority of those on war work place 
absenteeism as one of the main prob- 





















jt are concentrated in Glasgow, 
Sheffield, Coventry, and Birmingham, 


in that order. Curiously enough many 


London firms, particularly in Slough 
and Welwyn, have little or no trouble 


(V with absenteeism. 


 'fhis applies even to relatively new 
factories facing the same difficulties of 
 pew executives, raw workers, living 
away from home. 


My own impression is that the 
London blitzes made a profound 


^ impression on the working people. 
Outside Coventry, the impression made 
by local blitzes is much less deep. Nor 
have the provincial newspapers been so 
able in encouraging the "chins up" 
attitude as the London evenings. The 
reader may smile but the writer has 
proved the importance of local prop- 
-aganda on more than one occasion. 


< Exposure of Workers’ Attitude 
Reveals Dangers 


The affect of the "Essential Works" 
Order must not be overlooked. It has 
given the workers a sense of security. 
Says the head of one highly efficient 
. smaller Northern firm: “Of our 350 

employees, we usually have about 300 
coming to work in the morning. Of 
these a good number are late. The 
attitude of the workpeople seems to be 
that as insecurity is now removed, at 
least for some time, they can do just 
what they please. Nothing we can do 
in the way of service or of appeals 
seems to have any effect." Here is the 
^ local spirit of ca’ canny in full play. 


USA number of firms mention income 


- tax as a slower-up of effort. I think 
the general feeling is that to charge 
income tax earned in the long summer 


^ days at a time when the workers are 





_Bearning less money owing to the black- 
` out and other causes is a mistake. The 
- Government must find a means of post- 
poning the payment of taxation on 
winter work until the following winter, 
and quickly. One or two firms in the 
North regard this as their greatest 
difficulty in ensuring a steady output. 


Better Factory Lishting Plays a 
cs Useful Part 


The fourth item in the list is a sur- 
prise. It is astonishing that at this 
time of day "better factory lighting" 
should secure 9.196 as à means of 
stepping up output. "Technical papers 
like Business have dealt very fully 
with this.sub]ect consistently for over 
twenty years. 

The only possible conclusions are 
that (a) the Government's Lighting 
Order of May last wakened up many 
directors to the necessity of efficient 
lighting for the first time; (b) a number 
of concerns are having to use small 
shops formerly used for light industries 
like furniture making, novelty manufac- 
ture, dressmaking, which were not 
. well-lit; while (c) there are a number 


 — of trades in which the nature of the 


j “work does not demand a high level of 






the firms most acutely concerned about ` 





CLOSER CONTROL OF WILFUL ABSENTEEISM 



















BETTER STOCK.NEEPING SYSTEM p 
CLOSER PROGRESS CONTROL | 
ALTEBATION IN WAOE.CATMENT SYSTEM 


BETTER FACTORY LIGHTING 










IMPROVED TRANSPORT FACILITIES 


BETTER HEATING AND VENTILATION 






CLOSER CONTROL IN EMPLOYMENT DEPT, 
BETTER TRAINING OF WORKERS 


EXTENDED CANTEEK SERVICE 


BETTER WELFARE AND MEDICAL SERVICES | 
Me 


First choices are shown in black, second choices in white, third choices in 
stipple. "Chasing materials” easily leads in the first choice and in total 
number of mentions. But “closer progress control" has many more first 
choices than the “closer control of wilful absenteeism.” Number of first 
mentions given to "factory lighting" is a surprise like the failure of "music 
at work” to secure any but a few third choices 





illumination. Most engineering — 15 
“close work” for the eyes and the most 
scientific lighting is vital. The results 
of this questionnaire should give a 
further impetus to better lighting 
throughout- British. factories. 

The benefits derived from alteration 
in wages system is extremely significant. 
During the last war every concetvabte 
method of wage payment was tried that 
would link reward more accurately with 
effort. Unfortunately the ill-judged 
generosity of Mr. Lloyd George and 
Mr. Churchill allowed wages to soar 


for the semi-skilled worker at the 
expense of the skilled worker. There 


was no ceiling to unskilled wages. 

In this war wages have been to some 
extent controlled, partly by the 
Treasury's demand for close costing, 
partly by cheaper money and special 
agreements, but the old difficulty still 
remains; the skilled worker is under- 
paid compared with an unskilled worker. 


This Bonus Scheme Helps to 
Encourage Workers 


So far the trend has been away from 
both individual and group bonus 
schemes towards straight piece work. 
Now there are signs that the tide is 
turning. New and ingenious methods 
for rewarding effort are being tried out. 
One concern in Surrey has found the 
best booster of output in an entirely 
new bonus system. The firm has 
allocated a percentage of its sales 
during every month to a bonus scheme. 
The bonus is paid to each individual 
quarterly in a lamp sum which varies 
at the moment between 13%-—15%. This 


labour 


means that a worker earning £4 per o> | 
week picks up £6 15s. to £7 16s, or 5 
upwards of a fortnight’s wages. m 

"Better training of workers" tied. 
for fifth. place with improved wage” 
payment systems. This is not sur 
prising, considering the time lost m 
many factories where no proper system. 
for training newcomers exists. The. 
Government training centres help, bi 
they cannot touch the main pro ; 
training entirely raw workers for se 
skilled work. "e 


Increase in Welfare Activities 
Helps Non-War Workers _ 
The sixth place is taken by “bett 
welfare and medical services" A 
5.8%. Curiously enough this re 
obtained almast entirely fram th 




































of firms on civilian work, 
evidence of how this subject 


neglected in the past, of staff ane 
difhiculties in the presen 
“Extended canteen service" secur 
only 4.9%. I doubt whether € 
majority of managers yet realise ho 
important the canteen is.to the worke 
It is noticeable that “improved tran 
port facilities to and from work” cort 
low in this questionnaire as compar 
with absenteeism. One good rea 
for this is the strenuous efforts made: 
improve these services since the réc 
whip up by the Ministry of Labour. 
many cases directors of factories im 
country have at last been ab 
arrange not merely for the mos 
series of staggered bus set 
points near the workers’ home 
(Please turn fo page 34k 






T URING the autumn of 1940 the 
LAZ Pioneer Gen-E-Motor Corporation, 
a small American firm employing only 
260 workers, which made electric 
motors and generators, was faced with 
he prospect of filling government 
fence orders that necessitated an 
xpansion programme calling for five 
es the floor space and three times 
he personnel. This meant the com- 
ny would have to move to a new and 
ger location, install new machinery, 
ease its personnel to a minimum of 
workers, and at the same time 
rease production to avoid contract 
me penalties. 

"The company started moving in 
ebruary, 1941, completed the job by 
he end of March, and by the end of 
June had increased its business (orders 
on hand) over seventeen times in less 
ian ten months. Al contracts had 
been met on time. Over 600 workers 
. were trained in the intricate art of 
coil and armature winding, assembly, 
inspection, and machining. Rejects were 
_ few and production had rocketed seven 
times the January figure. 


“How to Move Without 
Interrupting Production 
































cco The methods used by this company in 
> accomplishing its desired objective, 
Surprisingly enough, were simple. 
<e The first thing this manufacturer did 
owas to contact his local Office of Pro- 
duction Management. The O.P.M., 
ith the help of the training within 
industry division of the Department of 
| abour, then worked out a plan of 






















action that the company religiously 
ollowed. 
Pioneer' factory works manager, 


itentively listened to the suggestions 
de by the O.P. M. and the Depart- 
nt of Labour. The onerous job of 
ying and maintaining production was 
mplished by moving half of a 
riment at the time. For example, 
coil winding, after the new machines 
ere installed in the new building, half 
the workers were transferred to 
ir new location and, while this was 
"going on, the other employees con- 
~ tinued their work at the old location. 
~All the departments were moved in this 
manner without disrupting production. 


Skilled Workers Train the 
Unskilled 


px As soon as moving was completed, a 
thorough job analysis study was made 
to determine exactly. how many 
workers were needed for what types of 
work and what their training should be. 


* By 
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Here are some of the methods recom- 

mended by the Office of Production 

Management to help U.S. firms over- 

come their personnel problems. Many 

of them may be adopted without 
alteration here 


By J. K. WESTERFIELD* 


After these factors had been deter- 
mined, the more skilled and experienced 
workers were upgraded in such a 
manner that each experienced worker 
trained four unskilled workers. For a 
period of two weeks production 
dropped to nil while experienced 
workers frantically sought to teach the 
new ones. But once the crucial two- 
week training period had passed, pro- 
duction began to soar, and it hasn't 
stopped since. 

However, Pioneer Gen-E-Motor has 
not stopped training its workers. It 


now conducts courses in blueprint 
reading and drawing, shop mathe- 
matics, and wire handling. And, in 


order to be sure of highly skilled in- 
struction, they are now training an 
experienced high school teacher so that 
he can be on their permanent teaching 
staff. The works manager estimates 
that his training programme has cost 
£25 to £30 per person. The total cost; 
£25,000 for 1,000 workers. 


Some of the Problems that May 
Halt Production 


“The most important thing in carry- 
ing out a programme of this type,” says 
the works manager, “is the determin- 
ation and foresight to carry out your 
programme. If one way does not work, 
try another, and another." He points 
out that more than once his company 
was threatened with a shortage of raw 
materials, but usualy a word to the 
O.P.M. was enough to expedite matters. 

It is not an exaggeration to say that 
to-day thousands of manufacturers 
have found themselves in 
position Pioneer Gen-E-Motor Com- 
pany was in when it received its first 
large defence order in 1940. The 
problems may not be indentical, but 
men must be hired, trained, and mater- 


ials must be on hand. How can these 
things best be done? That is the 


question the author has been working 
on for the past three months, and here 


the same. 
plant personnel. 
include 


are the facts that have come from 
interviewing over fifty different 
manufacturers. 

One employer discovered that the 
absence of any one of five key men in 
his plant would so tie up production 
that he would have to shut down, 
making 750 men idle. It didn't take this 
employer long to remedy this situation. 


‘Splitting the Skilled Workers 
Helped this Firm | 


In another case an employer wanted 
to put on a night shift, but he couldn't 
find enough skilled men. ‘It was 
suggested to him that he split his 
skilled force in half and put one half 
on at night. This would get the night 
shift started and the skilled workers in 
each shift could help train the unskilled 
To date this plan is working very well. 

A perfect example of what can 
happen when a fresh viewpoint is in- 
troduced in the solving of a. production. 
problem is borne out by the Government. 
inspector who noticed that a radio 
manufacturer had both slow and fast 
girls working on the same production 
line. The solition to greater produc- 
tion was amazingly simple : Put all the 
fast girls on one line and all the slow 
ones on the other. The result increased 
production 25 per cent. in a week. 


Three Ways to Find Skilled 
Workers. 


The U.S. Government suggest that 
employers facing a shortage of skilled 
labour take the following three steps 1n 
order to remedy the situation : 

1. Take an inventory of the entire 
This inventory should 
each workman’s skill even 
back into his childhood. An example 
of how this works is illustrated by the 
following incident: A moving picture 
camera factory needed a lens grinder. 
The company advertised in newspapers, 
contacted employment agencies, and 

(Please turn io page 18) 


More Ways 


Office Workers 


to Start on Time 


Unpunctuality can be cured if 
it is treated as a game instead 
of a crime 


XT to absenteeism, unpunctuality 

is one of the biggest bogeys 
facing management today. Every other 
problem fades in significance when it is 
realised that unless the personnel is 
there to do the work, no work can be 
done. 

How to get workers to the office on 
time seems to be a thorn in the side of 
most office managers. And removing 
the thorn is not the simple operation it 
would seem to be. 

Unfortunately many of the habitual 
offenders—people who are late to work 
several mornings every week—are out- 
standing workers in other respects. 
Often the management hates to dismiss 
them because of one bad habit, but 
realise that it is difficult to make others 
toe the mark when a few are allowed 
to overlook it flagrantly. 


Some Objections to Punctuality 
are Justified but Can Be Overcome 


athise with the attitude of some of 
the offenders. It is known perhaps, that 
they often cheerfully work overtime 
and argue “Well, I give a lot of extra 
time to my job, so why should the 
company begrudge me a few minutes 
now and then when I am late?” 

Furthermore, any executive knows 
that the highest type of worker is 
usually the type who likes to manage 
his own time and who never fails to 
make good use of it. He doesn’t like 
to be subjected to rules and regulations 
and he resents the insinuation that he 
cannot be trusted to give his best 
without supervision. 

While we may thoroughly understand 
these various points of view on the 
part of most trustworthy employees, the 
fact remains that a lot of money can be 
lost in any company where workers are 
allowed to come and go without 
restriction. 

From surveys made by Bustness it 
seems that two extremes prevail in the 
methods used to enforce punctuality. 
Some companies are very lax, while 
others are very strict. We have found 
companies where the time-clock policy 
was so strictly enforced that the gain 
in punctuality was more than offset by 
loss in morale. The frame of mind of 


geom, it is possible to sym- 
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the worker, who may have left home 
in good time but is held up by one of 
the all too frequent delays in urban 
transport in war-time, can be under- 
stood. Yet there are many firms who 
will not accept this or any other excuse 
and penalise the employee by deducting 
anything up to a whole day’s pay. 


Don’t Dress Down an Employee 
Before Inferiors 


The resentment of an employee, too, 
can be understood if he is tactlessly 
called on the carpet before other 
workers, many of them perhaps holding 
positions inferior to his own. When it 
is necessary to talk to an employee 
about his time-clock record it should 
most certainly be done apart from his 
fellow workers. This is a fundamental 
rule of good management—no one 
should ever be humiliated or reproached 
publicly. 

The best way, from our investiga- 
tions, to improve punctuality records 1s 
to make the workers really want to be 
on time. Many companies have done 
outstanding things in that direction. In 
other words, a pint of praise is usually 
better than a barrel of reproof. You 
can set up incentives for better punc- 
tuality among your office workers just 
as easily as you can to increase the 
output of your salesmen. And about 
the same technique can be used in 
either case. 


Sales Managers’ Boosting Methods 


Can Help 


The best sales managers, for example, 
say very little in their bulletins about 
the men who are lagging behind. 
Instead, they applaud the leaders. By 
recognising the good work of the men 
at the top, those at the bottom are 
inspired to improve. 

The same thing will happen when the 
office manager honours those who have 
the best punctuality record. If the 
employees are divided into groups or 
departments, intergroup races may be 
run. While this is done, no comment 
is necessary. You can be sure that the 
head of a department which has a bad 
record will take pains to improve it the 
following month. He knows that punc- 
tuality is one of the measuring rods of 
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He will be 
ashamed to see his department lagging 
at the bottom. 

Contests to improve punctuality are 
just as feasible as those conducted to 


his ability as a supervisor. 


increase sales. One firm organised its 
punctuality records on an inter-depart- 
mental basis and the symbol of victory 
was a clock which passed from group 
to group and stood in a prominent place 
in the department which had finished 
first the preceding month. 

Perhaps that all sounds like child’s 
play, but it isn't. The workers in the 
various departments took the contest so 
seriously that all kinds of incidents 


began to happen. Workers would 
actually run to their places several 
minutes before time—because they 
wanted to be on time. They didn’t 


want to give their group a black mark. 
Sometimes, when the competition was 
close, departments would challenge 
other departments with a side-bet—with 
perhaps a dinner as a stake. 


Promotion May he Held Up for 
Tardiness 


Another method adopted by several 
firms is to have, as an established 
policy, a rule under which no man or 
woman can be promoted or receive an 
increase in salary unless his or her 
punctuality record is above a certain 
standard of excellence. 

Other firms have a plan by which any 
worker who is late has to report to 
the office manager before going to his 
desk. 

One advisable procedure in handling 
punctuality records is to clear them all 
through executive. It may be the office 
manager, the personnel manager or 
some other executive to whom the 
responsibility is delegated. When all 
records are handled through one man 
you escape the danger of some super- 
visors being more lax than others. 

Human beings can be made to get to 
work on time. There is no doubt about 
that. But punctuality should be a 
friendly game rather than an arduous 
task. 
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The Problem 


OR one war-time problem there 
seems to be no conceivable 
answer. This is the new girl trained 
by the firm's instructor who would be 
capable of viewing, inspection, or even 
more skilled work. But she prefers to 
take home a heavier wage packet by 
doing the simplest sort of milling, 
drilling or repetition work. Hence the 
continued famine in inspection staff. 
The only possible solution for this 
problem lies in the Government control 
of wages based on a logical policy. 
The many suggestions for paying 
factory workers like civil personnel 
according to the type of work, skill, 
length of service, are reasonable. 
Indeed this is the only possible way out 
of the trouble. If adopted it would 
also reduce the danger of inflation. 
Meantime can one wonder that the 
Government's 35 excellent training 
schools languish. One even hears that 
some of them may be closed down. It 
is extremely sad that so many skilled 
instructors, so much valuable material 
like the Johannsen measuring bricks 
should be lost. Yet it is not merely 
employers’ stubbornness but the 
workers’ reluctance that is crabbing 
this admirable plan. A sane wages 
system would quickly fill these schools. 


WHY IS THERE NOT MORE 
POST-WAR PLANNING 


HE number of concerns planning 
for post-war business is sur- 
prising. Thomas French & Sons, Ltd., 
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who make tab and webbing for 
Venetian blinds have now completed 
their post-war merchandising plans. 
Singer's Sewing Machines Co. expect 


the greatest demand for sewing 
machines the Company has ever 


experienced. Plans for getting that 
business are now under way. 


Several advertising agents are 
planning not merely the design, 


packaging, marketing and advertising 
of post-war products for some of their 
clients, but they are even developing a 
number of plans for recapturing export 
markets. The best known firm of 
industrial consultants has also several 
of its best people at work on after the 
war planning. 

Unfortunately a number of other 
concerns are thinking in shorter terms. 
Some executives who should know 
better are scrapping their entire adver- 
tising expenditure simply because the 
market is presently oversold. Most oí 
these concerns are going to have a 
nasty awaking within six months of the 
armistice. o 


THE “I'LL DO IT MYSELF" 
EXECUTIVE 


ESPITE the need throughout 

industry for the maximum output 
per person there are numerous cases of 
high-up executives who impede the 
work of others because they insist upon 
doing so much ordinary routine work 
themselves. These men are, in them- 
selves, very often extremely capable 
and essentially valuable men, but they 
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fail because they have not the ability 
to delegate work. They want to do it 
all themselves. When they do delegate 
a job, they want it done exactly as they 
would do it or not at all. 

“Oh, never mind—I'll do it myself” 
is the one phrase this type of man 
repeats over and over again each day 
when people ask him for instructions. 
He hires good assistants and because 
he never learns to trust them, keeps 
them busy with the pettiest kind of 
routine jobs when they would quickly 
acquire ability to take much respons- 
ibility off his shoulders. He wants to 
O.K. every paper, see every report, 
check all the mail and sign every com- 
munication that leaves his department. 
No wonder he must take a brief case 
full of work to do at home every night. 
He could, if he knew how, work less 
and do more. But he prefers to work 
more and accomplish less. 


KILLING AMBITION AND 
SELF-RELIANCE 


Exceedingly capable department 
managers realise that the younger 
people in their department are not as 
skilled or as experienced as they are. 
They need constructive suggestions, 
encouragement and supervision. The 
manager who insists on doing things 
himself, rather than helping his subo 
dinates improve their work, will neve 
develop a good staff. In the first place 
he will lose all the best members of his 
staff. The aggressive, ambitious, self- 
reliant members simply will not work 
under the nagging of an “PI do it 
myself” boss. They will leave. Only 
the weaklings will stay, content to 
stand by while the boss overworks. 
Thick-skinned enough to take constant 
criticism and complaining, they develop 
an attitude of indifference and stick to 
the job with knowledge that they can 
do mediocre work and always get away 
with it. 

The demands made on industry to- 
day simply will not permit such 
wastage of good man-power. 


OFFICE EQUIPMENT IS 
IMPORTANT 


MERICA'S 
OPM, has 


Priorities Control, 

given "dynamic" 
business machines an A.10 priority 
rating. Government officials very 
plainly realise that management tools 
are just as important to production as 
machine tools. 







z these articles we have described 
| three of the main results of the im- 
.;. portant twelve years’ research* by 
^ the Western Electric Company, U.S.A., 
into employee discontent. We have 
. seen how by segregating five women 
- workers in a test room output was 
— increased continuously even when con- 
ditions were made much worse: how 
5. an entirely new technique of interview- 
ing was introduced and operated to get 
at the facts in the worker’s mind: how 
s.a new type of official, the personnel 
- “adviser, was appointed for every 300 
workers, and what he does. 
= .. ln this final article, we discuss a test 
— which showed why 14 Men reduced 
their output. This experience enabled 
the research workers concerned to 
develop. a fundamentally new contribu- 
tion to. personnel management, This 
can be summarised in a few words. 
Unofficial social groups are a 
compelling factor in determining output 
in. the modern factory. 
At the outset, the output situation in 
three large groups of workers in the 
factory was studied. In every case it 
"was found that output was anything 
from 20% to 30% below the capacity 
| of. the workers. 








How Certain Charge Hands 
| Influenced the ane | 







M fn thé first group every man and girl 
‘was satisfied that they would not. be 
satisfactorily paid for any extra effort 
over what they called the “bogey.” 
(This was the rate of output deter- 
mined as reasonable by the manage- 
\ -Most of the work was shared 
he morning so that everybody 
take ‘it easy" during the late 







; oon. 

D "The unofficial leader of this group 
“was one of the two charge hands who 
had worked at the bench in the same 
shop for many years. He was deter- 
mined to be popular—and was. His 
one aim was to secure plenty of work 
for his group and to protect their 
interests at every point. The others 
lacked ambition and initiative. At most 
one or two were interested in improv- 
ing their position. Sometimes they 
spoke of the department as an “old 

people's home." 
Said one worker: "The fellows get 
: dn here and don't s seem to want to get 
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3 oesagenent and the Worker,” By E. dJ. 
-. Roethlisburger and William Hi Diekson (Harvard 
- University Press, U.S.A.), Both the Management 
.~ Library and the Institute of Industrial Psychology 

have a copy available for loan to members, 

‘otherwise. the book must be obtained direct 
from. the American publishers. : 


the workers 
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Below ae 





zd un otv in nvestigati ions — Be 
out at the Hawthorne MW 


Western Electric 


the unwritten code o 
certain groups of workers which i 
largely responsible for low output 


away. Take a fellow like me. I have 
been on this job for ten years. If I 
was transferred I should have to start 
all over again and I should have a 
pretty rough time." 

A congenial and happy-go-lucky 
spirit pervaded the shop. Newcomers 
described the group as a “swell bunch 
of guys.” 

In the second group studied the un- 
official leader was a fairly steady work- 
man of strong character. Only one of 
was brilliant. He was 
detested by the entire group. The 
harder he worked the more he was 
disliked. If the unofficial leader tried 
to equal this worker’s record, he usually 
failed. The same. thing happened to 
other workers. This led to an inten- 
sified dislike of the clever workman. 
His mates became convinced that he 
was a “sissy.” As a result he was 
generally dispised, his nickname being 
Mary Lou. 

The charge hand made this situation 
worse by setting him to do certain 
operations in order to test whether the 
other workers were slacking. 


British Factory Conditions Often 
 Resemble this U.S. Plant 


On the whole this group was satisfied 
with conditions. 

In the third group there was a good 
deal of general dissatisfaction and 
unrest. There were continual demands 
for promotion or, transfer. 

Yet no effort was made to increase 
output. In fact this was limited by 
everybody to a figure just below the 


bogey, easily obtained even when 
machines were running poorly. 
This group had two leaders. One 


acted almost as a shop steward. He 
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knew how to deal with engineers, in- — 


structors, charge hands and even 
foremen. For he was an exceptional 


workman in addition to having a gift 
for stating a case. In this section the ^: 
charge hands were unable to improve oo” 
either output or quality. They passed... 
round. the quality charts and records 
for the men to see but made no effort 
to improve the situation. lands. off" 
was their motto. They said quite 
frankly that they had to leave their men 
alone. 


visory contr Rh set up co the andi od 
had little authority except to ensure 
that workers were supplied with 
material parts and machines. 

The reader wil agree that. this. 
describes the normal situation in the 
average British factory, except fot © 
spurts such as those after Dunkirk, 
after a Churchill speech or after a local. 
blitz. 





This Bonus Scheme Maintained. 
an Even Output | 


It^ was determined to study the 
situation more closely by segregati 
group of men engaged on the fait 
skilled work of bank wiring. Fourteen: 
men were chosen for Observation, | 
typical of their department m age- 
physique, skill and experience. E 

Payment was continued on the: 
normal system in the works. Each 
worker was paid a time rate based o 
his own past performances, a 
participated in group bonus 
the total number of banks wit 
weeks and added to each w 
envelope at four, weekly infe 

The test period. fasted — 
November, 1931, until the ern 
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Bl MEAN AVERAGE HOURLY OUTPUT’ FOR ENTIRE STUDY PERIOD - 
e DIFFERENCE: (REPORTED = ACTUAL) ^ 

Q NEGATIVE DIFFERENCE 
' AMOUNT OF DAYWORK ALLOWANCE CLAIMS 










official lines of 


W2 belongs to no group whatever 


Below is shown the real output of each of the nine wiremen. 


The two large circles show the main social cliques. These do not. follow. he n 
organisation into three soldering groups. Nor do they follow 
.. the lines of rank or position, Inspector of first soldering group is a clique 
: member, inspector of third soldering group is not. Notice that the individualist 


It. will be 


T n E seen that some of the best workers like W2 report having done more work - 


















^ figures 


Output 


941, just over six months. 
the Serious 


Tose nor fell to any 
ee groups, adi Onia. 


. bogey - was fixed at 6,600 connec- 
tions, there being 3,000 connections on 
a set. It should be explained that the 
use. of à bogey in this way is not used 
"for rate cutting. Indeed rate cutting 
is. forbidden, 


7 g Seven Points of Behaviour that 
| | Lower Output 


Observation of this group proved 
conclusively that this behaviour was the 
same as that of the workers in the 
shops. 

(1) Each individual in the group 
restricted his output. 

(2) The workers fixed for them- 
selves a figure well below the 
bogey to which they were 
supposed to work. 


(3) The individual rate was not 


vien and one solderer, 


(4) 


ethan they actually do, although this is commoner with the least capable 
mes workers like W7 and W9 in clique B, It will be noticed that the two best... 
. workers W2 and W5 belong to neither group, that neither fakes his output cde 
(Couriesy of Harvard Umversity Press, US A). 





precisely on this incid 
bogey line but either a little 
above or a little below it. 
each man’s output 
remained constant. 


Departmental output records 


were distorted in two wavs. 
There was a difference 
between actual output and 
reported output and there was 
a difference between standard 
working time and reported 
working time. Stoppages were 
lengthened where they actually 
occurred, they were invented, 
they were brought about by 
the operator himself and 
where there was a genuine 


stoppage, no, effort was made. 
to work a little harder to make 


up. | 
Inspectors actually rated a 
worker more on their personal 
opinion of the man than on the 
quality of his work, and their 
ability to rate at all varied 
greatly. 


. the others: 
 vation of this group not once did the. 


. But 
curve 


indeed anne has no relation 
to the results of intelligence — 
and dexterity tests. uus 


(7) Everybody stopped 
before | knocking-off time, 
particularly the fastest 
workers. 


The situation. in the bank wiring 
room was therefore identical with that 
in the average shop. 

How much light does the experiment 
show on why every worker restricted 
output, wasted time, and most put in 
more stoppage time than actually 
occurred? z 

Obviously the incentive of the group 
bonus was not operating. Yet the 
workers were not really sticking to 
their own unofficial conception of a 
reasonable day’s work. What was 
behind their attitude? 

Behind their attitude was a series of 
important inter-personnel relationships. 
First there was the relationship of 
rank, The two inspectors were in a 
class by themselves. The connector 
wiremen ranked socially above the 
selector. wiremen. Both men were 
doing. the same work, 


Work and Position in Shop 
Affects: Outlook of Workers 


Further, -the connector workers“ 
happened to be seated in front of the 
selector men. As they acquired profici- 
ency the men at the back would be 
moved forward. Their rates tended to 
be higher than those of the others. In 
front were the élite. 

Yet connector workmen and selector 
workmen were more closely on equality 
than wireman and solderers, for the 


, solderer actually served the wiremen. 


So it was the solderers who got m 
of the kidding, who went for tf 
lunches, who did the rut bout for 
In. six: mon f obser- 







wireman forgo the lunches or even - 
order them. 

The second relationship was that of 
position. The workers tended to fall 
into two cliques, a front of the room 
clique and a back of the room clique. 
The precise nature of these cliques is 
shown in the chart above. The groups 
played their own games together in 
spare time and off time, had their own 


collective. bets on football and racing. 


In a word, each was a group of friends. 

Membership of the clique depended 
on obeying a certain number of un- 
written laws. These sentiments related 
usually to occupation, SULEHE super- 


vision. They ran as follows: 
(0) You should not turn out too 
pe much. work. Af you did you ` 
. were a “rate-buster.” 
(2) You should not turn out too 
little work. Tf you did you 
. were a “chiseler,” 
.(3) You should not tell a charge 


hand anything that would re- 
act to the detriment of an 
associate. If you did you were 
a “squealer.” 





a output. Nu 


work 





e also an. isolationist. 


.. by Clique A, his logical plan? 











You should not attempt to 
maintain social distance or get 
oficious. If you were an 
inspector, for instance, you 
. should not act like one. 
These unwritten laws explain why 
certain members fell outside their 
logical groups. Inspector l' was hard, 
efficient- and ambitious so he was care- 
. fully excluded from the second clique. 
Worker W had a high output. He 
“was proud of that output but he was 
7 In fact he used 


< his output to express his contempt for 
^is mates and the group. So he was 
= consciously an isolationist. But it does 
` not appear to have affected this fellow’s 
spirit ! 

^ W' was the only man in the second 
-soldering group to be accepted by 
"Clique B. Why was he not accepted 
He 
was a good worker and he did 
more to help his mates than 
any other man. He obeyed the un- 
written laws, so he should have been 
popular. Unfortunately he had two 
vices in the eyes of his mates. He was 
.too fond of horseplay, an inveterate 
practical joker. He lacked tact, also he 
was ambitious for leadership of the 
group. Leadership in a shop group 
never passes to a rough diamond of this 
type and his search for it annoyed his 
mates. 


Why the Average Worker Joins 
a Group 


. It will be seen that, given the code 


of unwritten laws, the formation of set 


groups was inevitable: that the position 
of each worker in his own group was 
~ also inevitable: and that the social 
group. was used as a defence by the 
"workers against both management on 
the one hand and technologists on the 













To-day the average worker feels 
himself menaced by both. Manage- 
ment may cut rates or fail to supply 
material or make changes which may 
affect one's comfort, The technologists 
may devise a new method for doing the 
«job which either changes one's work 
-Orone's shop or one's pay. Finally, the 
"worker knows less to-day than ever 
. before about. why changes in rate, 
method or equipment are made by 
management and expert. He believes 
that he has less say in such things than 
ever before. In the case of a large 
concern this is probably true. j 


The Social Group is Workers’ 
Answer to Managerial Pressure 


Incidentally the social status of a job 
.is always menaced by changes of 
method and the social status of a job 
is extremely important to the modern 
. factory worker. The group always 


= aims at fighting to maintain the status 


of the people in it. 

. . Therefore the social group is the 
.. workers’ answer to this pressure. As 

^ will be seen above, it was an effective 
.answer at the Hawthorne plant. (It 

generally is in British factories also). 











For it determined output, determined 
the behaviour of foremen, charge hands 
and investigators; provided a defence 
against management interference at 
every point. 

The odd thing is that half of this 
defence was unnecessary, for the 
monthly group bonus system was 
devised precisely to avoid the necessity 
for limiting the day’s output. It should 
have tended to make the workers think 
in terms of a month’s work rather than 
a day's to induce the carry-over of 
work from one day to another. It may 
be that the average worker prefers to 


think in terms of a day’s work with 
every incentive to think at a longer 


range. 

Further, rate cutting was not prac- 
tised at the Hawthorne plant. Indeed 
it was not allowed. So that output in 





How Colour 









this great factory was affected- 
conditions of work there but 
general conception of management 
practice up and down the United states. 
The same thing is true in many a = 
well-managed business in this country, . 
But the Union is a greater safeguard — 
for the workers against the rate cutting- 
here than in the United States. On the 
other hand the influence of the un- 
official social group is just as strong 
here as in the United States. 
This influence has never 
seriously studied over here. Itis- 
hoped that the.Hawthorne experir 
will encourage similar work in: 
British factories. | Certainly a 
director of a business can cull an idea 
or two for his own work from these 
researches, 2n 
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been 
Ho De. 











(Concluded) 





Production 


Stimulation of Work and Appeal is 
possible if the Risht Colour is Selected 


J'HE head of a large firm of 

butchers was sceptical when told 
he could increase sales by changing the 
white walls of his shops. But a colour 
expert showed him that the impact of 
those white walls on the eves of the 
customers created a grey after-image. 
This robbed the meat of its natural 
redness. And as for the time-honoured 
sawdust on the floor—if you look at 
yellow long enough other objects take 
on a bluish tinge. 

The solution was simple. The hue 
that exactly complemented “good beef” 
colour was blue-green. This was 
récommended for the walls of the shops 
because its contrasting after-image 
accentuated the redness of the meat. 
For the floor green sawdust was 
prescribed. 

The new colour scheme worked like 
a charm. The old grey film was gone. 
The meat leapt forth on the eve of the 
buyer in rich pinkish red, and the fat 
and bones took on added whiteness. 


How Colour Helps to Sell Food 
and Stationery 


Restaurants also have found colour a 
valuable ally. One doubled the sale of 
its salads by serving them on green 
plates instead of white, creating the 
illusion of bigger and green salads. 
Warmer colours, however, are more 
effective than blue or green in a 
restaurant to sharpen the appetite and 
loosen the purse strings. 

Surgeons are using colour in the 
Operating room. In a number of 


. hospitals white has been supplanted by 


bluish green. Surgeons and. nurses 
wear blue-green smocks and masks. 
This complementary hue of walls and 
smocks spares the surgeon's eyes during 


à idea. "Go down to the paint shop and. 


long periods of concentration. under 
bright operating room lights. ^Men in 
white" may soon be an obsolete phrase. 
Recently a manufacturer oi office 
stationery ran off an experimental 
batch of pale-green ledger paper, with 
rulings of soft brown and dark green 
instead of the time-honoured red and ^ Gui 
blue. Book-keepers found that the new > 
paper cut the glare of reflected light, .- 
and that the new rulings were less ^ 


at 


"iumpy. 














Colour : 













operator complained that he I 
having headaches and blind spots 1 
manufacturer looked at the «blac 
finishing machine and at the black sho: 
in the workman's hand. The line.of 

demarcation was hard to see. E ad 








pick out a bright, pleasant colour. Clean 
your machine and paint it” —— 

Other workmen asked permission to 
paint their machines and before long 
the plant was a rainbow run riot. Shoe 
machines bloomed in jade, rose and 
orchid. And with the new contrast 
between leather and cutting edges, 
there was less fatigue, The accident 
rate fell off by nearly 70 per cent. and 
fewer damaged shoes were thrown into 
the seconds bin. 

When he saw the result the factory 
manager called in a colour expert and 
worked. out a permanent scheme for 
his plant. Stationary parts of the mac- 
hines were painted buff, moving parts 
light green. Colour has prolonged the 
working life of hundreds of people. 
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Internal broadcasting sets similar to this will solve many executives’ 
perambulations 


How to Keep Men at 
their Desks 


Modern 


Equipment will 


lime in 


Wy Hees he is a clerk or the 
managing director, nearly every- 
one likes to walk around the office to 
visit other departments. If the walking 
seems to be necessary, it is an even 
more inviting release from routine 
work or thinking out a solution to a 
problem that calls for a decision. 
This walking about can easily become 
a habit. It’s a time-consuming and 
expensive practice. The total wastage 
of time, assessed at even a low rate, 
will amount to many hundreds of 
pounds a year in even a medium-sized 
office. Fortunately, science has come 
forward with a solution which makes 
it practically unnecessary tor any man, 
whatever his position, to leave his desk 
once he sits down to his job. Modern 
communicating equipment is designed 
to keep men at their desks even when 
they are attending a large conference. 


Not More than 5% Should Be 
Walking instead of Working 


Here’s a little plan that has been 
effectively used for years by a manage- 
ment consultant. Count the number of 
people walking around in the principal 
office workrooms. If it’s over 10 per 


Inter-communication 


save much 


War-Time Offices 


cent. of the number who work in those 
rooms it is practically certain that 
modern communicating equipment will 
result in worth-while savings. Of 
course, the count should be made 
several times and the results averaged. 
It's surprising in how many offices over 
10 per cent. of the pay-roll hours are 
spent in walking instead of working. 
In well-managed offices, handling 
enough routine work so that the test is 
a fair one, this sort of check often 
gives results as low as 5 per cent, 


A Check on 'Phone Calls 
Show Need 


Will 


How do the more alert companies 
begin a study of the communication 
problems with which we are concerned 
here those of communication 
over wires? One of the first steps in 
such a study is often the “traffic count.” 
This is made on sheets ruled tnto one- 
inch squares. Both at the top and 
along the left side are listed the tele- 
phone stations. Each time a person 
calls another a check is made in the 
appropriate square. “Outside” calls are 
indicated by a distinctive mark. If 
there is at present a manually operated 


— 
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switchboard the calls can be counted 
by a girl sitting by the operator. Some- 
times workers are required to count 
their own calls. 

Of course, any such count must be 
made over a long enough period to 
include periodical peaks. Such a count 
of calls is only part of the study. There 
must also be observed what use is made 
of messenger service, what messenger 
trips are made personally by individ- 
uals, and— very important — what 
mistakes and delays occur because the 
means of communication are too slow 
or are non-existent. Often single 
routines require special study; a tele- 
typewriter or telautograph installation 
may take the place of a long-established 
procedure. 


Separate Internal Circuits Will 
Solve Many Firms’ Problems 


One of the special uses of the tele- 
phone which is often overlooked is the 
conference circuit or connection of 
more than two people in the same hook- 
up. When a sales manager wants to 
tell all his branch managers of an 
emergency price change he can talk 
with them all at once, wherever they 
are. Whether or not it is less 
expensive depends on how the branches 
are stretched out in straight lines 
across the country, but it saves time 
and insures that all receive the same 
announcement, Similar conference 
circuits can be arranged on interior 
systems. 

But perhaps the solution of your 
communication problem does not lie in 
use of the exterior telephone even with 


the flexibility of these switching 
devices. Separate interior telephone 


systems are used in many companies. 
These are principally of two types. One 
is operated from a small cabinet on the 
desk. This type has a microphone in 
the cabinet. The second type consists 
of dial telephones similar to exterior 
telephones but operating on a separate 
automatic exchange. 


Group Conferences May Be Held 
at one Time 


The type of interior telephone that 
operates from keys in a small cabinet 
has no central exchange. All of the 
equipment is contained in the several 
small cabinets. There are two types of 
instrument. The one for executives 
has a microphone and a loud speaker. 
It is not necessary to pick up a 
receiver: the person calling merely 
touches a key and talks. The second 
type of instrument—often used for 
others than executives—has a similar 
key cabinet with a French type tele- 
phone instrument that rests in a cradle 
on top of it. A system may be made 
up of any combination of the two types 
of instruments. 

This sort of communicating system 
has several special advantages. It is 
easy for executives to use it. Instantly 
several departments may be consulted, 
either simultaneously or separately, 
while holding an outside call or dictat- 


(Please turn to page 36) 











OUTH has its value. We have 
having. been established rather less 
lan a quarter of a century is that our 
management has been able to conduct 
-our affairs almost entirely in accord- 


ance with the technical requirements of 


a machine industry without being 
impeded  over-much by antiquated 
principles. 


This applied even before the war, 
i but with our entire Lini now aid on 










do not d to be adapted to 
war-time conditions. In particular we 
have developed the use of three 
_ Principles of management which too 
‘the past. have been more 
honou ‘ed on paper than. in practice. 


The e Three Essentials that Make 


«this System a Success 





These management principles are 
simply : 

(a) Getting the essential facts under 
the eye of the top responsible 
executive at high speed so that 
immediate action can be taken 
from above. 

(b) Breaking down authority into self- 

| .. contained sections, each one having 

|. & job within its own capacity, and 
soos with authority to carry it through. 
cfe) Keeping continual check that every 
; individual and smallest section is 
.^ working to capacity and is holding 
^. "schedule as nearly as is humanly 
possible. This is the chief 
principle. 
a To show where we have cut out 
unnecessary records and routine, let us 
follow an order through the organis- 
ation from receipt to production. 


` How Materials for Production 
— co. are Ensured 











O15 "he first information iue ond 
new job i is the sales release dictated in 
the: sales. office and sent to the heads 
> of each. division concerned. The 
D release’ shows. that. a certain job has 
—. been acquired, gives general informa- 
: tion regarding it, the rate of production 
^ and delivery date required. We find 
such a simple advice extremely helpful 
in enabling our executives to think 
ahead on such questions as materials, 
lay-out, tool programme, etc. 
2. A few days later a detailed 
production order is issued from the 
. Sales office which gives authority to the 
e Shop concerned and to the buying 
division to: | 


. (a) Plan for the production of -the 
work, 


je Plan for the purchase of the 
-' . material required. | 
e Plan for the delivery of the 


mate rial as es 





often thought that an advantage of 


the 


With authority broken into self-contained — 
units, this system of checking brings | 


reports of schedule 


notice of the responsible executive in the 
shortest possible time 


By an Executive of a large Midlands 
Engineering Concern 


Soon after the issue of this order, the 


chasers will be at work 1n the factories 
supplying raw materials, parts and 
accessories (if any). Admittedly, the 
securing of raw materials is perhaps 
biggest snag to-day. At the 
moment we have five resident buying 
executives chasing. materials up and 
down the country. . Actually we 
appointed our first resident progress 
man in the Midland counties away back 
in 1933. To-day the team does invalu- 
able work in avoiding shortages. It is 
doubtful whether any firm of moderate 
size could afford to be without enter- 
prising and resourceful young men 
chasing material shortages daily and 
almost hourly. 

3. The production office plans dates 
for each stage of the job. did stage 





MASTER. TOOL ‘SC 3] HEDI L LE 


A oles 








measer ee ee nse a: 


Works M anager. 


This form produced ato üch Works 
nference gives all necessary infor- 

mation to permit planning and progress 
to be ‘controlled at every stage 


















































breakdowns to the 


of the work is estimated most caret 
by the heads of the sections cor 

Even on the most ure ie dert 
must be provided for cies, 
Delays will occur, there e shortages J 
of materials, labour, or there is a 
change in design. The most efficient. 
management cannot exclude these 
dangers. All it can do is to deal w 
them at the earliest possible momet 


Shop Foremen Have an Importa n 


Role to Play 


4. The lay-out department is advi: 
of the precise details required for ti 
new order. It must find the space 
required m one of the shops for th 
mass production of the job. Naturally 
it plans most carefully—it will fit on 
job in with another with the minimum 
loss of time and factory cubic space. ` 

As soon as possible every foreman. 
and charge hand is issued with à p 
list and production procedures, 
tell him exactly the material rec 
the tools to be used, labour he will» 

More important, the foreman con- 
cerned is able to see the lay-out fen: 
and the planning engineers from tl 
moment they start work on the new. 
lay-out. T hrough watching these met 








at work, through contact with th 
buying office they know everythmé 


about parts, operations and the general 
lay-out of the job long before they have: 
to get down to it. The foreman also: 
gets copies of the instructions foro 
operations, drawings and even of th 
lighting arrangements. 


A Simple Document Provides. 
Efficient Master Sched« le. 


5. Weekly progress meetings are 
held to co-ordinate, direct, and com 
al these activities. The imp 
document before each executix 
round the table at the progres 
is a master tool schedule 4 
being discussed. This is a- 
document and is shown in th 
tion. Every unnecessary de 
been eliminated but we $ 
schedules got out in this 3 
splendidly. Obviously, the pro 

































tances from stage to stage and there is 
much plain speaking at these meetings, 
‘the works director being in the chair. 
| - Often enough the only remedy for 
elays-is ingenuity; the courageous use 
of substitutes wherever possible; im- 
provisation by both hand-made tools 
nd hand work until supplies come 
long. Normally we are able to keep 
airly closely to our schedule. 


t is Vital that the Foreman Knows 
Everything 


. When recently a steel producing area 
-was blitzed we had the same frightful 
trouble as everybody else with tool 
steel. For a time we kept three men 
n the spot on nothing but chasing 
‘steel. In such a case we have to call 
con the traffic manager who can cut 
ours and days off transport. He must 
'et the stuff here in record time. And 
1e does. 

By the time the dies are built the 
‘foreman has learned everything about 
the nature of the job. We regard this 
‘as vital. 

R So far every detail has been worked 
-out under the eye of the production 
manager. This executive has all these 
ty -.Tobs on his production schedule. He 
. will call for samples of the new job on 
oA certain date. 


: Store Control by Finance 
.. Department Ensures Efficiency 


6. Following delivery of these 
samples, the production manager will 
» “schedule on a production basis. At this 
stage a series of disconcerting dis- 
` coveries may appear to complicate the 
«job. An operation may be difficult for 
~oamnskilled labour with the jigs and tools 
proposed. This may entail engineering 
changes that might threaten to hold up 
"production but at all costs production 
as kept going, possibly by the use of 
killed labour in the experimental 















^A vital small part may be unobtain- 
"able in sufficient quantities. A versatile 
oreman will be given a shop order and 
-asked to do what he can with it. As 
a result he may make some little tool 
and knock up several of these parts to 
enable us to carry on. Again, the 








Ek buying department must w ork night 


cand day on improving the sources of 

Supply. 

v. Fortunately none of our executives 

o are men who say “it cannot be done.” 

^ We are still young enough to feel that 
nothing is impossible. 

7. We have always regarded store 
control as one of our key problems. 
From our earliest days we took the 
unusual course of putting the stores 
under the control of the finance 
division. As a result the issue of 
materials and parts is done on a strictly 
numerical basis. In other words, if the 
production department wants 500 of a 
certain job, the stores only issue 
exactly 500 units of the materials and 





encounter delays cheeks, and hind- is: lowed. [fa : 


Noo margin dor wast 


or a part is lost, damaged, or destroyed, 
the foreman must indent for a new one 
on what we call a "scrap ticket.” This 
gives us complete control of scrap in 


the shop as well as complete control of | 


the stores. | 

Further, the storeman issues the 
material direct to the line. Each in- 
dividual storeman has his own individ- 
ual section which he comes to know 
by heart. He issues goods only to the 
schedules of the production office. 
Personally he is held responsible for 
seeing that the ordered material gets 
to the lines on the one hand and that 
the unissued material is in the bins on 
the other. This creates an atmosphere 
of responsibility. 


This System of Control Shows 
“Red Light” of Shortages 


This system also enables us to 
simplify stores records. Instead of a 
continual return of stores, we simply 
ask the chief storesmen for a daily 
shortage list which is collated and 
issued to the management by the chief 


storekeeper. This simple form shows 
only parts and materials in short 
supply, the quantity left in the store, 


the number required per job and the 


ingle piece of material already 


stocks. and records. 
very quickly what is going wrong and 








ne system gives 1 ag 

series. of red. lights. On. coming short- 
ages. 
storemen 
The plan shows 


we have much more time to get action 
which may not be easy in these days. 


Endless Clerical Work is 
Eliminated 


We get our inventory on the bin 
cards and check it with the financial 
buying record, i.e. the financial inven- 
tory. We have therefore a complete 
double check. Under this system we 
use bin cards as issue cards. No fore- 
man is asked to initial endless tickets 
for materials or parts. This method has 
an important advantage. It reduces the 
possibilities of error and it gives the 
foreman more time for his repent job, 
getting output. 

Of course, this system is ; not perfect 
but we find that it saves us an endless 
amount of clerical work, that it speeds 
up the discovery of shortages, difficul- 
ties and errors, that it distributes 
responsibility more widely, all of which 
we have found to be helpful in getting 
the best and most efficient production. 





Training Plans that Help to 


Open Man-Power Bottlenecks 


(Continued from page 10) 


generally searched high and low for a 
man who had this rare skill After 
several weeks it all but gave up finding 
such a man when a clerk in the ship- 
ping department stepped forward and 
said that back in Austria he had been 
a lens grinder, could they use him? He 

had heard his own company was look- 
ing for a lens grinder through plant 
gossip. Needless to say everyone is 
much happier now. 


Spare Time Occupations are 
Guides. to E ficiency 


Hobbies are also very > important. 


how they use their spare time. One 
large Chicago plant discovered that 
many of its office staff were model 
builders with complete workshops in 
their basements. Many of these men 
are now holding important production 
jobs. 

2. Pick out good teachers to work 
with management in the training of 
men. A good teacher must be a natural 
leader, and he must enjoy showing 


others how to do his job. Some work-, 
men are reluctant to disclose what they, 


what it will be later this year. 


call "trade secrets." These men should 
never be used as teachers. 

3 Keep adequate records of those | 
who apply for work. During the last- 
six months many a skilled worker has 
been located through almost antiquated 
but complete personnel records. One 
manufacturer found a tool maker who 
came to him ten years ago in search of 
work. 


How to Overcome Personnel 
| Shortages 


AH Personiel men agree on one point 


which is that the shortage of skilled 
Don't neglect to ask your men about... 


workers is nothing now ‘compared to 
Then. 
there may even be a shortage of labour 


of any kind. To mitigate this situation 


some companies are checking over the . 
records of. college graduates. to locate. 

long. lost engineers who have drifted 
into other fields. A once-famous en- 
gineer was. found writing . juvenile 
fiction stories. Another engineer was 
about to be drafted into the Army, 
because, for the last ten years, finding 
engineering jobs difficult to find, he 
drifted into the millinery business. 





1t creates goodwill among the "e E v 
who are proud of their 











...in n both cases the same principle... 


When playing cards, you don't put them 
one behind the other. For easy reference 
and selection you fan them out so that 


the titles of each are visible. 















In your offices and works are the titles of 
your accounts and records visible ? 

Kalamazoo Visible Equipment consists of 
secure Loose-leaf Binders, the records 
being arranged in overlapping formation. 
Thus the titles and all other important 
information is visible without even turn- 


ing over the record. 


Kalamazoo 
Vi sible E quipment 


Kalamazoo Ltd. 
NORTHFIELD - BIRMINGHAM 31 
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: ST. over 12 months ago we 
T ealised that the. growing number 
of deductions from employees’ 
wages and salaries, both voluntary and 
compulsory, were adding a substantially 
` increased burden on our Wages 
. Department. Since this section was 
. -already depleted in staff owing to the 

¿call of the Services it was obvious that 
.4some new method of wage control 
R would have to be adopted if substantial 
overtime was not to be incurred. 
After exploring various ways of 







meeting new conditions imposed by the 
. war we decided to adapt to our needs 
. the peg board method which would 
- permit us to produce the wages book, 
= pay advice slips and, 


if we needed 













AN these. — are produced at one writing. In iie centre is the payroll 
sheet, behind at the top is the sheet of workers’ dockets, with two slips 
eee, while bottom right is a typical worker's record 


Ce i ayroll System Gives Us 
; omp lete Check on all Records 


Manifold Production of Wages Book, 
Worker's Docket and Record Safe- 


guards Accuracy 


By EDWARD A. BACON, 
Secretary, Thexton & Wright Ltd. 


them, individual records on one entry. 
The preparation of these records by one 
writing, especially since the new forms 
we proposed to employ contained all the 
necessary columns for gross and nett 
wages, rate, worker’s clock number as 
well as for employee’s deductions and 
employer's contributions, would 
obviously save us considerable time. 

The peg board we use for the actual 
writing of the records is precisely the 
same as that employed for ledger, 


journal, cash book and general account- 


ancy record writing. The wages book 
Of payroll record is a form which when 
completed is inserted into a loose leaf 
binder and becomes our permanent 
wages book. 





` this. coi 
are in 


| payments. 


sheet 









worked : pru fate: r gro x WAgés © ¢ em- 
ployee's deductions. (health and. unem- . 
ployment insurance, voluntary savings, 


A income tax deductions and total): nett 


wages: employer's. -contributions to 
national insurance: the: week number : 
the worker’s clock number: checking 


" column and the name of the worker. 


Precisely the same information is 
given on the pay slips which are pro- 
duced at the same time. These slips 


| are perforated ready for separation and 
are an exact copy of the relative line 


of the wages book and, therefore, show 
the employee exactly how his wages 
have been calculated. By this means, 
we are able to avoid any dispute which 
may arise—as so frequently happens 
when the preparation of pay advice 
slips or details of wages involves a 
separate writing operation. 


Complete Check on Future 
Alterations is Possible 


As I explained above, at the present 
time we keep a separate record of the 
payments to each worker, but these 
forms again are precisely the same in 
their recordings as the actual pay roll 
record which becomes our complete 
wages book. 

The chief advantage of these. individ- 
ual records is that they permit a whole- 
half year’s figures to be given on one 
sheet and we are therefore able to 
record in advance any changes that 
may have to be made in the future in 
insurance contributions or in actual 
money to be paid. Thus we are able 
to check against the appropriate week’s 
number the date when a girl becomes 


. 16, 18 or 21, with corresponding alter- 


ations in her health and unemployment 
Also if an office worker 1s 

going on holiday at a certain time and 
is to be paid two or three weeks' salary 
in advance a pencilled entry on his or 


her record will ensure that when the |. 
actual payroll is being prepared. the 7c 


fact that this extra week's salary has 
to be allowed for will not be over- 
looked. 


Full Details of Income Tax 
Payments are Kept 


Also on these individual records are 
full details of income tax deductions. 
Further lines are allowed for notes and 
assessment particulars. 

A further advantage which we have 
found with this system is that we are 
able to produce a complete second set . 
of records on the peg board at thesame | 
time as the master copy is made. - This, 


of course, is only a war-time measure 


necessitated. by the possible destruction 
of records by enemy action. 
second set can be removed to a safe 


place immediately the payroll has been 


prepared and involves no more labour 
than that taken by putting an extra 
under the master copy and 
involves no extra cost beyond that of 


. the extra paper used. 
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dur By WALTER BOND, M.LAE, FIRI. 
Dunlop Rubber Co. Ltd. 
































p any more, 
'jJóse it even if you want to, 


“the operative workers. 
very limited. 


the time to enlist the co- operation of the 
workers, Firstly a survey of the situation 
must be given. This can be illustrated by 
pictorial statistics—showing for example 
that the avoidable waste of, say six 
months, is equal in weight to so many 
oaves of bread, or is equal to so many 
man hours of work that it would make a 
Spitfire, 

Specimens and information can be 
exhibited in well-illuminated show cases 
placed so that operatives will see them 
| as they pass in and out of the factory. 


zt Weekly Anti-Waste Conferences 
Pay 


We have shown the operative the pro- 
bilem, we have told him the necessities 
of the case, we have asked for his help, 
and we have provided for awards, if 
necessary, The,next stage is to get the 
Management's ideas down through the 
< whole chain of the organisation until the 
< operative worker is reached. in Fort 
= Dunlop it is done in the following way. 
. Each week the works director holds a 
meeting with all his executives to deal 
with all problems of operation and deve- 
lopment, The executives include technical, 
production, planning, cost, engineering, 
ARP., legal and patents, ‘architect and 
building, equipment and methods, research 
and laboratories, personnel and labour, 
and interfactory liaison. Quite a for- 
midable “brains trust”. 

If at this meeting ideas and a policy 
regarding waste are generated, this will 
require direct action by the production 
superintendent, He will call the usual 
meeting of all his departmental managers ; 
the policy. will be explained and a plan 
. for action formulated, Then each depart- 
mental manager will call a meeting of 
. what are called "departmental represen- 
-fatives", They are operative workers 
elected by their fellows by secret ballot 
in the shop itself. The representatives 
“will express their views and be put in 
possession of all the relevant facts. In 
^due course each man will transmit these 
to his constituents—the operatives whom 
he represents. 
= No single person in the organisation 
can then say he is ignorant. Thereafter 
the item or plan is not lost sight of, Week 
after week and at meeting after meeting 





it is reported upon as required and soon. 


it should become a normal part of the 
working programme, needing only review 
and modification from time to time, and 
on a basis of mutual understanding. 


us Workers Must be Taught What 
Waste Means 


JASTE avoidance must get accepted as a normal part 
of operation so that it hardly needs thinking about 
Once the technique becomes habitual you cannot 
It is part of the normal 
.. business of management to keep it continually under observation, 
^ It is wrong to assume that all waste is preventable by 
In a well-organised factory manage- 
ment should ensure that his opportunities for doing so are 


Assuming: that the management has done its part, then is 





| tives | 
By 


some of the old 


may be winners, 
In 


Seven Ideas for Saving 


Paper and Waste 


An appeal is made to office managers 


I 


to hand over any old ledgers 
and account books for which they 
have no further use, The insides are 


invaluable for paper making, while the 
covers can have the leather stripped off, 
and be sold for fertilisers. The cardboard 
is used for making boxes and shell cases. 
One has but to consider the weight of 
these ledgers and account books to realise 
the quantity of valuable raw material they 
contain. 


2 Old linen collars and other similar 
garments have considerable scrap 
value as the basis for making bank notes. 
Salesmen and others who normally 


jJ leave visiting cards wherever they 
may call, can contribute to the paper 
saving campaign by asking the reception 
clerk to return their cards to them, once 
they have been announced, 
4 Old business cards need not be wasted. 
If a man changes his job, he can 
get a printer to delete the old address 
and print the letters “P.T.O.” on the 
face of the card, while on the reverse 
side can be printed “Now with Blank & 


Co," 

5 ee of burlap and bu: kam are 
first class ingredients in the making 

of paper. | 


Grease from old gloves such as 

used by munition workers can be 
extracted. If the glove is good enough 
it is put into use again; torn gloves or 
those too far gone are sent to the paper 
makers after the grease has been 
extracted. 


a The blackout has brought into use 
. a tremendous number 
batteries, thousands of which have been 
thrown away after the charges have been 
exhausted. Now, however, every particle 


of these dry batteries is made use of. 


The zinc is re- made; the wax is recovered 
from the top and used again; the metal 
is recovered, as also 1s the paper, and it 
is made into an entirely new battery. 


ii Economy- Conscious” 


: elp. to Find Salvage 





the Purchasing | 
essential is that the authority for requisitioning raw materials 


of electric 






H. H. LONGMAN, x 


Assistant Office Manager, Lever Bros. and 


Unilever Ltd. 


M“ first hint is that you should keep a complete list of 
every idea on waste prevention which you can obtain, 
go through the list periodically and make sure that wher- 
ever possible you have put the ideas into operation. 


Go over 
suggestions received in peace time which 


were turned down then because they were not paying pro- 
positions-—today the position may be changed, one or two 


and Storage Department the first 
and pledging the company's credit. should 
be in the hands of a limited number of 
"economy conscious” officials. In 
addition, careful records must be kept, 
materials repaired, and re-used to the | 
fullest extent. The Buying Department 
could often make more use of the second- 
hand market. 


There are dozens of Salvage Points 
in Every Department 


With manufacturing processes only 
generalisations are possible, but the aim 
should be to avoid inefficient setting up 
of machines;  unessential lines; the 
finishing of materials which had flaws in 


early processes; careless stacking of 
fragile material; unnecessary use of 
power. | 

In packing materials amongst the 


different methods for reducing waste are 
reduction of thickness of cartons, boxes, 
etc, of the number and size of nails, 
quantity of wire and the recovery of 
used containers. 


in a large concern prevention of waste 
of stationery merits. the temporary appoint- 
ment of a good man with creative ideas. 
In. the canteen careful ordering and © 
of spare land for canteen space will 
reduce waste, | 


You Must Not Keep Anti-Waste 
Ideas to Yourself 


To keep a good anti-waste idea to 
yourself is equivalent to helping the 
enemy. Small savings should not be 
treated as “chicken feed" by manage- 
ments; British. industry has lost much 
by this attitude in the past. 

British industry is ‘at present going 
through the severest test in its history. 
We are a wasteful nation, possibly our 
once easily earned prosperity. made us so, 


but whatever the cause very few English —- 


industrial-concerns have tackled the pre- 
vention of waste with anything like the. 
thoroughness its importance deserves. it 


is a paramount part of our duty in the - ee: 


national war effort to see that waste in 
Aea is cut to an absolute minimum. 


pn—————————————————————————————— 


*Both ikas papers. were read at the Industria! 
Welfare Society’s Conference on Avoiding 
, Industrial asas l 





cooking, an eye on ‘the pig tub, the use - 

















PRIMUS 


Continuous Stationery 








PREVENTS CONSTANT WASTE OF TIME aligning, 


interleaving, extracting, etc. 


FOR HANDWRITTEN 
RECORDS... 


The PRIMUS Autographic 

Register is designed to simplify 

the work of writing documents by 

hand, It is so constructed as to allow a 

number of duplicates to be made at one writing and at the same 
time automatically retains a check-duplicate under lock and key, 





In these days of reduced staffs and shorter 
office hours, the saving of time effected by 
Primus Continuous Stationery is doubly 
precious. The speed, economy and con- 
venience of this time-saving billing system 
have been tested and proved by prominent 
business houses throughout the country, and 
every day more firms are adopting the 
Primus system as a logical solution to 
wartime problems. 

Get full details now from: 


CARTER - DAVIS LIMITED 
QUEEN ELIZABETH STREET, LONDON, S.E. 1 
Telephone - =- -------- HOP 0204-5.6 


——— 
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Seven Short Cuts to 


Office Efficiency and 


Profiting By Financing 
Employees’ Study 


T enable their employees 
to study and so become 
more valuable one company 
arranges to pay the whole or 
part of the cost of various 
business courses for them. If 
the emplovee passes grade "A" 
at the end of the term the 
entire tuition" is paid by the 
company; if grade "B," 75 per 
cent. of the tuition; if grade 
“C,” so per cent, If the. em- 
ployee is lower than grade “C” 
he pays the full oth 
employers and employees are 
enthusiastic over this, 


cost, 


Bringing Catalogues Up 
To Date 


ITH the present restric- 
tions on paper usage 
many firms are finding it 
impossible to bring their trade 
catalogues up to date, Since, 
however, there has often been 
a surplus of old catalogues 
left when new issues have been 
printed, one firm has overcome 
the difficulty by printing a small 
flyleaf which is attached to the 
inside of the front cover. 
This announces that prices 
mentioned in the main body of 
the catalogue are now cancelled 
and new prices stated on the 
leaflet are now in force. 


Clubs as Incentives to Morale and Workmanship 


NE large company, which 
maintains an office force 
of six hundred, has found it 
worth while to encourage hon- 


orary clubs in several of the 
larger departments, One of 
these clubs has been in exis- 
tence for twelve years and 


membership is highly coveted, 


Members are elected secretly 
on the basis of some out- 
standing contribution beyond 


their immediate job, and only 
four may be chosen each year. 


Telephone Operators 
Start the Day Right 


ELEPHONE operators of 

one company start the day 
right in answering telephone 
calls by saying “Good 
morning!" in response to all 
incoming calls received until 
10.30 a.m, Asa result, morning 
callers carry on the convers- 
ation in a cheerful vein when 
they are connected with the 
man they wish to reach, 


There is a secret initiation 
ceremony, and the names of all 
members are placed on a brass 
plate which hangs in the depart- 


ment, Company officials claim 
it is the greatest force for 
good in the department. 


Another interesting organisation 
in the same company is the 
Straight Thinkers—a group of 
about forty of the younger men 
who meet once a week to dis- 
cuss company policies and their 
own careers, 


Another Use for Office 
Address Systems 


OST office broadcasting 
systems are used 

chiefly for purposes of paging 
executives who wander away 
from their desks, A company 
however, has a system of more 
than three hundred loud 
speakers located in every nook 
and corner of its big building, 
even down to the boiler room, 
which is used not only as a 
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call system but as a means of 
delivering inspirational broad- 
casts as well, The system is 
operated from two micro- 
phones, one placed in the tele- 
phone office and the other in the 
managing directors private 
office. Periodically the man- 
aging director or some other 
executive broadcasts a seven-or 
ten-minute inspirational talk 
that reaches every employee in 
the plant. These talks are 
devoted chiefly to letting the 
employees know of the progress 
of special sales drives, to deve- 
loping spirit and enthusiasm, to 
disseminating news about de- 
partmental ^ activities, -office 
functions, etc, and of course 
special news items of war 
interest. 


This Stock-Keeping 


OME wholesalers keep 
detailed perpetual stock 
inventories, whilst others leave 
stock-taking over six-monthly 
or twelve-monthly periods. One 
firm has an ususual arrangement 
which they have found in prac- 
tice works remarkably well. 


Now many houses with a 
stock of goods comparable with 
theirs—they carry something 
like 50,000 items—keep the lines 
much more closely to demand. 
It is necessary to keep stocks 
down in order to maintain a 
satisfactory rate of turnover; yet 
stocks cannot be incomplete, tor 
completeness of stocks is one 


of the firm's great trading 
advantages, 
So they employ counters 


instead of bookkeepers. The 
counters make a physical count 





Economy 


Chasing Executives 
Through a Factory 


O reach executives who are 
away from their own 
departments one firm has 
installed an indicator board at 
the door of each section. This 
board, measuring about 18 in. 
by 12 in., is laid out in squares 
and each square bears the name 
of a department and is fitted 
with a small hook. At the 
bottom of the board ts a space 
for a number of metal tabs of 
distinctive colours — one for 
cach executive in the depart- 
ment. When any executive 
goes to another department he 
places his tab on the appropriate 
hook, thus making it easy for 
anyone to find him. 


Scheme is Effective 


of goods as often as necessary. 
There is about one counter to 
every two buyers. In season, 
goods are counted much oftener 
than out of season. At this 
time of the year, stove pipes 
and so on are selling rapidly 
because it is the winter season; 
they are being counted often to 
make sure that the buyers will 
have enough, but not too many. 
Some other kinds of goods, for 
which the demand at the pre- 
sent time is slack, are not 
counted nearly so often. 
Counters do this work at a 
tremendous saving over the 
cost of keeping perpetual 
stock inventories. Besides, 
errors are bound to creep into 
paper inventories occasionally; 
and an erroneous perpetual 
C's is simply no use at 
all ! 


= Issued by rhe Ministry wf War Transport 
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but they can be fe 


By tightening up your organi- | 
sation from office to loading bay, | 
to get a Quicker Turnround of the | 
wagons and lorries you use; by | maki 
reducing delays between arrival 7 “pov 
and unloading ; ; by installing 
: aay possible labour-saving 
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Business 


DEPORTED changes in the trend of 
** business are merely superficial. The 
underlying trend is unchanged. Central 
and West End London shop sales may 
look spectacular but the figure compares 
| ith those for the blitz month of 
1 , 1940. Wholesale prices 
x: ve at last turned downward but the 
decrease is slight and probably 
mporary. The main trend is steady 
wards further contraction of civil 
ess and expansion of war 
tion. 
fall of 4.2% in total shop sales in 
^— probably represents an 
tual fall of 35% in the sale of com- 
odities. But in the month of 
ptember, 1931, shop sales were at 
9 (1937 — 100); in the blitz month of 
tember, 1940, they fell to 103; last 
'ptember's figure was 99, representing 
a total fall ol at least 40% since the 
“outbreak of war. . 

-— Most startling rise in London shop 
- sales was. the near doubling (92. 4%) of 
... household piece goods sales, the rise of 

0.9% | in. the fancy departments and 
- of nearly 50% in the furniture depart- 

Tents. total sales. - 

. — When allowance is made for the fall 
dn price, however, and for the low level 
cn sales in "September, 1940, the rise is 
. mot so dramatic. Still, a rise in 
. total sales of 44.9% over last year, 
-.1s encouraging, since the rise in the 
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This chart shows the vagaries of shop sales in four of the principal areas 
of the country since the outbreak of war 


TREND OF TRADE 





Says CECIL CHISHOLM, M.A., 


Consultant 


cost of living since last September i is 
only around 12%, 
Sales in other areas remain steady. 


Yet suburban London shows a fall of 


4.296. Scotland, the N.E. coast and the 
Midlands also showed falls of 829, 
7.9% and 7.296 respectively, chiefly in 
non-perishables. 





Shop Sales Figuie Reveals Success 
of Government Control 


Roughly speaking, the levelling-up 
process as between the provinces and 
London has stabilised itself. London 
sales are still definitely on a far lower 

level than those of the provinces, com- 
pared with the dii addu year of 1937. 


Sales in Scottish shops are now. D 


ning around 119, in the N.W. 115^ 
the Midlands 118. 
they are but 68%, although in su burban 
London they reach 90, compared. with 
a national level of 99. within 196. of 
1937. 

Cost of living index still avers: 
between 199 and 200. At the moment 


the wholesale index has registered its - 


first decline since the war. The index 
of average wage rates remains 
astonishingly stable. It is 1283 


(December, 1924—100) which is only 
8$ points ahead of October, 1940, 14? 
points ahead of October, 1939, a total 
rise of 22$ points. 


|. year. 
. yarn. export reached a new height. Since 
last quarter, supplies of rayon yarn for oo 


In Central. oe " 








£15 . The fz that shop sales. 
have fallen by Pu since 1937 is. 
evidence that the Government's main 
controls are more successful than those 
used in the Great War. But until a 
ceiling be put to wages and rationing 
iS extended, an increasing amount of 
inflation is ‘inevitable, 


Some Facts About Our Reduced 


Export Trade 









A few facts abut our export trade 
have leaked out from one source or 
another. Our exports to America are 
well below the 1940 level. In July the 
decrease was over 30%. On the other 
hand American exports to Britain for 
July reached a record figure 
($128,771,000), an increase of over 25% 
on July of last year. 

Sales of cotton yarn are running 40% 
below a year ago. Exports of piece 
goods have fallen by over 12%, grey 
goods alone holding their own. 


market in Africa for its cheap lines. 


Dyed and printed goods also hold their — — 


own fairly well. 

But improvement in rayon fabric 
exports has been steady throughout the 
During the past quarter rayon 


export have been cut.to allow for more 

urgent domestic needs: so that we may 
look for a fall in the next quarter. On 
the whole, the general trend is obvious. 
Our export trade in staples is generally 
down by anything from 40% to 50, 
while exceptional industries like rayon, 


; pharmaceuticals and woollens are hold- 
ing their own only so far as they can 


get materials. 


bsacen qa dion is Needed in 
Banking . and Insurance 





The concentration drive is now at ane. 


end. Before the war the insured 
workers in the industries affected - 
numbered around 1,000,000. In the 


industries subject to the Limitation of 
Supplies order the number had dropped 
from 555,000 in June, 1940, to 460,000 
in April, 1941, when the work of 
concentration began. 

It is estimated that the number of 
people producing controlled goods for 
the civilian market has fallen from 
156,000 in. April, 1941, to about 100,000 
after. concentration. The number of 
factories has dropped from 4,000, of 
which 1,400 employed less than 20 
persons, and. were excluded from the 
order, 950 were closed. and 650 are 
either on Government work or not | 
covered. by the Order for some | special | 
reason. 

Thus factories: over Te minimum 
size on civilian work have been 
reduced by over 60%. The number of 
workers released for war work is 
estimated at 149,000 or about one-fifth 
of the total labour force. Superficially 


(Please turn to page 38) 





It looks ae g 
as if Lancashire had found a native 





OUTPUT IS HIGHEST 


HERE WORKERS ARE HAPPIEST — 
—and smartly-fitting overalls * O M »F-. 

that don't shrink contribute more ) 

to the well-being and efficiency 
of employees than many 


factory managers realize 


A group of cruiser tanks nearing completion in the assembly 


shop of a factory somewhere in England. 


More tanks, more 


guns, more planes are needed but output depends a great deal 


on the well-being of the workers. 


If they are restricted by 


tight, shrunken overalls they cannot give of their best. 


MoS guns, more tanks, more 
planes are imperative. And 
the worker must produce them. 
Still more output is demanded of 
every man or woman in the 
factories. 


But with the best good-will in 
the world the worker cannot 
always give his “total effort.” 
Women workers need to look 
their best to work their best. And 
men and women alike must have 
comfortand freedom intheir work- 
ing clothes if they’re to go “ all 
out " on the job. 


DANGERS OF SHRINKAGE 


That's why factory managers in 
these times can't afford to let 
their workers wear overalls that 
shrink. A shrunken overall can 
impede movement and tire the 
wearer, thus limiting his output. 
It also gives inefficient protection, 
may be the cause of accidents. 
And, in addition, it costs extra 
money in the long run because it 
wears out sooner, needs replacing 
sooner. 

Nowadays many of the biggest 
employers of labour both in 
factories and institutions are 


R igmel - Shrunk 


BRADFORD DYERS’ 
* BRADFORD 


Advertisement of THE 
LONDON 


insisting on *' Rigmel "-Shrunk 
cloth for workers' overalls and 
uniforms. “ Rigmel” - Shrunk 
overall cloth can’t shrink by more 
than a negligible fraction of an 
inch per yard however many times 
itis washed. “ Rigmel”’ is laundry- 
tested shrinkage. In fact, the 


British Institution of Launderers | 


say of it, “ If the public can be 
persuaded to imsist upon a 
" Rigmel" guarantee, there will 
be no more trouble through the 
shrinkage of cotton fabrics.”’ 


Why not put your workers in 
smart overalls that will always 
keep their fit and comfort ? The 
staff will look better and they'll 
work better and output will 
benefit. All good suppliers can 
quote you for ** Rigmel "-Shrunk 
overall cloth or you can buy 
ready-made protective garments 
in small quantities from retail 
outlets. 





Laundry-Tested 


ASSOCIATION LIMITED 
* MANCHESTER 









against Shrinkage 
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GERMAN FIREBOMB 


KNOCKED 
COLD by new 


5/20 SECOND METHOD OF ATTACK! 


QCIENCE has found a weapon to SMASH Hlitler's 

plans to burn your business. Liquid INCEN- 
DEX is the complete answer to the German 
firebomb. In a few brief seconds it reduces a 
blazing inferno of molten metal to a rapidly cooling 
harmless corpse. Less than 2 pints outed bomb in 
photo. Be wary of cheaper substitutes. There is 
only one Genuine Full Strength Incendex. 


Enough INCENDEX has already been purchased 
to destroy 200,000 German Firebombs. 


It’s up to you. 






Get the facts now, in time. 


REGISTERED. 
Pat - Pending 
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go m D rd " | 
Send FREE copy to- 


TETEE 


PHELPS BEDDARD LIMITED 


Dept. 5a GEORGIAN HOUSE, 1398LOANE 
STREET, LONDON, S.W.t. 


Information Dept. SLOANE 1362. 








jRODUCTION can only be maintained 
L at the high level now demanded of 
t£ 1f al workers are mentally alert. All 
oo often factory buildings have been 
esigned with ease of manufacture as their 
n attribute. The comfort of workers 
not been considered, even such simple 
titers as ventilation, 
he productiveness of a worker is in 
ect proportion to the fitness and 
'eneral well-being of that worker. Only 
fhcient ventilation can guarantee that the 
vorker will be fit to carry out his or her 
ob, provided of course, that all other 
“means to ensure maximum output are 
resent. 
c c Ventilation is an involved problem, It 
accis the only one which varies with the 
seasons, And the effect of seasonal 
weather upon the productivility of indus- 
“trial workers has been proved time and 
<o again by the researches carried out in 
So vrecent years, 











Seasonal Variation and Temper- 
ature are Important Factors 


Co. These researches have all agreed that no 
matter what the industry or trade, its 
oc production is constantly varying with the 
sv. month of the year. In practically every 
> case, the maxima of efficiency is present 
4n the spring and autumn with the minima 
4n winter and summer, 
| Further direct evidence of the imme- 
























ly In these tests, 
of men and women of all ages 
placed in factory positions, in 
Hy constructed experimental rooms. 
were piven physical and mental tasks 
arious kinds; and in some experiments 
“were served with a standard lunch 
ile in the work room and their appetite 
jeasured by the amount of food eaten. 
xhaustive physiological observations 
rere made on their bodily. condition and 
their efficiency in both mental and physical 
espects was accurately measured. 





Warmth is No Hinderance to 
Intellectual Work 


These experiments showed that stale 
reathed air containing twenty parts of 
carbon di-oxide and other substances 
commonly: present in such air had no 
obvious harmful effect on any of the 
physiological conditions studied, nor on 
he power or inclination to do mental or 
physical work, 
.., On the other hand, warm air, whether 
stale. or fresh, produced distinct and 
early. marked physiological reactions, 
indicating a progressively less efficient 
condition of the circulation with increasing 
temperature. 


Day and Night Use of Factories vitiates the 

Air and Lowers the Output of all Workers. 

Efficient Ventilation alone is the cure for this 
Factory Bogey 


The power to do either mental or 
physical work when concentrating for a 
short period under a strong stimulus was 
not diminished in these experiments even 
by the extreme condition of 30 deg, C. 


(86 deg. F.) with 8o per cent. relative 
humidity. This coincides with practical. 


experience, for we are all aware that 


heat, unless very extreme, is no hindrance. 
to absorbing intellectual work, and no bar 


to a good game of tennis. : 
Heat Affects Will Before Power 
to Work | 


The effect of heat upon efficiency, unless 
the influence is a prolonged one, 1s 
exercised rather upon the will than on the 
power to work Subjects in some cases 
were asked each day to vote as to the 
comfort of the conditions in the experi- 
mental room on a scale of five points 
ranging from i--very uncomfortable to 
z— very comfortable. The average votes 
for five experiments indicated in each 
instance, that 20 deg. (68 deg. P.) condition 
was most appreciated, and the warmer 
and more humid atmosphere became pro- 
gressively uncomfortable. The difference 
between 20 deg. and 24 deg. was scarcely 
appreciable, however, in these records of 
conscious discomfort, Yet even this 
range of temperature, produced a distinct 
difference in the demeanour. At 20 deg. 
the observers’ notes are full of such 
qualifying phrases as "a playful, energetic 
good work, inclined to ‘rough house, hard 
to control, less drowsiness than usual”; 
while at 24 deg. we find such notes as the 
following: "sleepy, eyes smarted, less 
inclination to work, lifeless, drowsy, more 
conversation than usual.” 
Heat 


Even Stimulates Certain 


Types of Work 


The real effects of air temperature upon © 


efficiency were brought out by a series of 
"option tests" in which the subjects for 
a given period were given a choice 
between physical or mental work, on the 
one hand, and idling on the other, 
receiving a small cash bonus if they did 
the work, This is an condition which 
approximates the actual conditions of school 
and industrial life, in furnishing a real 
but not an overmastering stimulus to 


effort, with the alternative possibility of 
taking life more or less easily, 

Even this form of option test did not 
disclose any harmful effect of the 24 deg. 
C. (75 deg. E.) condition on purely intel- 


lectual work, such as mental multiplication. 
On the contrary, the average of three 


series. of experiments with 47 different 
male and female subjects, extending over 
a period of sixteen weeks, showed that 
4G per cent, more mental«multiplication 
was done at 24 deg. than at 20 deg, It 
may be that work of this kind offered a 
cenain distraction. under slightly uncom- 
fortable conditions and it is also possible 
that the subjects found the 20 deg. coa- 
dition too cool for purely sedentary work. 





Temperature Changes Affect 
Mental Activities 


It may be noted, however, that when 
the temperature was changed abruptly 
in the middle of the day slightly more 
mental multiplication was done at 20 deg. 

The results of experiments on the effect 
of air temperature upon optional. work 
cannot of course be directly applied in 


a quantitative sense to work under 
factory conditions. The subjects were 


permitted to remain entirely idle if they 
chose. On the other hand, they had a 
slight but distinct money incentive to 


accomplish as much as possible, while 
the factory operative, if not employed on 


piece work, has ample opportunity to work 


at somewhat less than maximum efficiency 
without any loss as a result. 


High Tem perature Produces 
Disinclination to Physical Work 


The experiments cited furnish very clear 
evidence that a temperature of 24 deg. 
(75 deg. E.) produces à marked disin- 
clination to any form of physical work, 
even such light work as typewriting. It 
can hardly be doubted that this disin- 
clination actually results under factory 
conditions in a definite decrease in out- 
put; and if such is the case the problem 
of securing adequate factory ventilation 
and taking other steps necessary to pre- 
vent over-heating is one of vital import- 
ance to all who are interested in minimis- 
ing fatigue and increasing production and 
should be dealt with at once. 
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LOUDSPEAKERS INSTALLED THROUGHOUT YOUR OFFICES & WORKS 


FOR PARTICULARS AND LITERATURE WRITE OR PHONE 


53/54, HAYMARKET, 5.W.1 





In a recent 


speaker said 


A.R.P. 


: "Fighting Incendiary 


broadcast the 


Jombs isn't the other man's job, it's 


YOURS." 


uals to do it... 


And equipping individ- 


is NUSWIFT S job! 


Get in touch now with the 
TECHNICAL ADVISER of the 









LELLE 
ENGINEERING CO. LTD. 


ELLAND - YORKSHIRE 


THE MAGNETA TIME COMPANY L™ 


GOBLIN WORKS, ERMYN WAY, LEATHERHEAD, SURREY 


TELEPHONE: ABBEY 2366-7 





TELEPHONE 
ASHTEAD 866 (6 LINES 


Q. If Incendiaries fell in the 

workshop whilst you were 

fighting a fire in the office 

block, would you 

A. (a) divide your fire fighting 
team? 

(b) attempt to call the Brigade ? 


(c) tackle one job at once ? 


(d) deal with bombs first or 

fires ? 
LIST HOW MUCH depends on the answer 
given by your fire fighters on the spot? Will 
they make the right decision and save a burnout 


or will there be no premises, and no production 
to-morrow?! Neither sudden inspiration nor plain 


common sense will provide the right ansu it the 


critical moment. Only training and pra 
do that Has your staff had the 
training so that each individual is an effecti 


and confident fire fighting unit 


ICLOTS 


Fire fighting squads trained by Nuswift inst 


have done a great job already in saving life, 


property and employment, and—most Important 


PRODUCTION. 


of all 
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Electrice Light— 


Production Inspector 


ODERN electric lighting can help 

production inspectors in their task 
of watching for surface blemishes on 
smooth or polished surfaces. 
. The visual task of inspection may 
involve continual discrimination of small 
detail, fine lines and minute surface 
scratches under conditions where the light 
1S specularly reflected into the operative's 
eyes. 

The type of lighting desirable for this 
work is one which gives an illumination 
on the work of 15 to 25 foot-candles from 
a source of low but even brightness, 
having an area preferably greater than the 
area under inspection, and so placed that 
its image is viewed by the operative with 
the minimum amount of movement oí 
body or work. 


A typical 
reflector lamp 
is shown on 
the left, while 
the effect of 
the barred light 
on an uneven 
surface is 
clearly marked 
in the right 
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Four popular methods of using electric hand photo- 
light for this inspection work are: graph 

(a) A large area of diffusing (pre- 
ferably flashed opal) glass sus- lighting reaching the work. (c) and (d) it is tilted away from him, 
pended over the workbench and (c) A smooth matt white surface until, in each case, the image of the 
evenly illuminated from above by (perhaps part of a wall) may be luminous or illuminated area covers the 
boxed-in lamps. If pearl lamps are illuminated evenly by reflectors work. Scratches and flaws then show up 
used, flashed opal glass will be placed in any convenient position. as dark lines or spots against a white 
evenly lighted if the spacing of The article to be inspected is then background. | 
lamps is equal to the distance of held in front of this and the For the examination of surface flatness 

| the bulb centres behind the glass. reflected image of the white sur- of polished or semi-polished surfaces such 

(b) Local indirect lighting in the form face observed. as tinplate, methods (a) and (d) may be 
of a canopy with a white under- (d) This system is similar to the frst, used. If parallel dark lines are painted 


across the glass, these dark lines will 
appear wavy or distorted when viewed by 
reflection from a plate having an uneven 
surface: 


but the suríace is vertical instead 

of horizontal. 
[n methods (a) and (b) the plate is tilted 
towards the operator, while in methods 


UP TO 16 JOBS PER CARD 
'MAGNETA 


JOB COSTER 


SEVEN IMPORTANT FEATURES 


surface, illuminated evenly by 
means of one or more lamps 
mounted obliquely beneath it, so 
arranged as to prevent direct 








One hand operation. 

Mechanically correct records of time 

Applicable to any cost system. 
Speedy—compact—dependable. 

Large number of jobs possible on one card 

Either mains or Master Clock controlled 

All metal parts liable to rust or corrode are parkerised. 


> 
> 
p 
> 
> 
> 
p 


For Literature and Details of 
Installation, write or telephone 


THE MAGNETA TIME COMPANY L™ 





TELEPHONE 


GOBLIN WORKS, ERMYN WAY, LEATHERHEAD, SURREY asntead 866 (8 LINES) 


LONDON OFFICE: 53/54, HAYMARKET, S.W.l. TELEPHONE: ABBEY 2366-7 
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The quick and efficient service of 
refreshments is easily effected by the 


use of SPEEDISERYV units. 


They are of all steel welded construc- 
tion, mounted on rubber tyred ball 
bearing swivel castors and attractively 
finished in hard wearing cellulose to 
approved shade. 


Tea, coffee or any chosen beverage 
may be prepared in a remote kitchen 
and the stainless steel lined SERVOT 
insulated urn ensures that flavour and 
temperature are not affected in any 
way. 


Illustrated is the SPEEDISERV "D," 
which has a service capacity for 300 
persons, We shall be pleased to submit 
details of the entire range upon request. 


N ADT) rere 
BARTLETTS 
KITCHEN ENCINEERS 
BELL STREET, LONDON. N.W.1 


Telephone: PADdington 4036 








Hanovia  Sunlamps are 
heiping in the war work 
of: @ Armstrong Siddeley 
Motors Ltd, @ Aspro Ltd. 
Bell’s Asbestos & Eng. 
o. Ltd, e Birmetals Ltd, 
@ Blackburn Aircraft Ltd. 
@ Montague Burton Ltd. 
@ Cadbury. Bros. Ltd. 
@ Crompton Parkinson 
Ltd. @ Daimler Co, Ltd. 
Electrolux Ltd. @ Ford 
otor Co, Ltd, @ General 
Aircraft Ltd. & Glasgow 
City Police, @ Arthur 
Guinness Son & Co. Ltd. 
@ Hadfields Ltd. & Har- 
land Eng, Co. Ltd. H. 
J. Heinz Ltd, @ Alfred 
Herbert Ltd. @ Hercules 
Cycle & Motor Co, Ltd. 
e Alfred Hughes & Sons 
t 


H.M. Navy 
(Several ships and shore 
depots), LOI, Ltd. 
@ John Mackintosh & 


sons Ltd. @ MeVitie & 
Price Ltd. & Mainsforth 
Colliery. @ Manchester 
Collieries Ltd. & Manvers 
Main Colliery, & Marconi 
Wireless, & Mardon, Son 
& Hall. Marks & 
Spencer Ltd. @ Metal Box 
Co. Ltd, @ Monotype 
Corporation Ltd. @ id 


Bleach Linen Co. Ltd. 
R Ollerton Colliery. 
@ Oxo Ltd. Pressed 


Steel Co, Ltd. @ R.A.F. 
Squadrons. & Rowntree & 


Co. Ltd. a Royal 
Arsenals @ A. Sander- 
son & Sons Ltd. @ Stan. 


dard Telephone & Cables 
Ltd, . Tullis Russel & 
Co. Ltd. & Unilever Ltd. 
$ Whitrigg Colliery. 
Da Wolseley Motors Ltd., 


ete., ete. 


EI 
Judge from these 
names of users how 


Hanovia Sunlamps 


help war production. 





Sunshine produced every H.P. of 
energy used in your factory (scientific 
fact!). And sunshine produces all the 
energy your workers put into their 
job. Sun-starved people are never 
100% well, Winter is here after a 
sun-starved summer, and the war 
effort (cut-down holidays, shortened 
sleep, over-time, blacked-out factories 
and all that) means overstrain for 
unfit people, These things raise 
sickness, absence and accidents but 
lower wages and output. 


Don't black out the Sun; Install 
Hanovia Welfare Sunlamps at the 
Works and give your people vitalising 
sunbaths. (Take them at home your- 
self if you like with a "Homesun"). 
Brief regular sunbaths with these 
Hanovia lamps are keeping workers 
fighting fit; have lowered illness and 
absence by 30 to 40 per cent. (actual 
records !), 
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The Hanovia Welfare Sunlamp 


for tonic ultra-violet sunbaths 
indoors. 
1 . - 225 
Write for our new booklet "Fitness 





in Industry" or fill in your own and 


name and address on the 


coupon and post it. 


firm's 


HANOVIA LTD., SLOUGH. 


The Specialists in Sunlamps 


London Showrooms : 3 Victoria Street, S.W. | 


H116A , 202 
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olding 


The Ministry of Supply is now calling 
up reserves in the shape of old office |- 
a records, ledgers, letters, etc., which | 
an be. repulped. under an absolute 


a guarantee. of ier | 








|» Apply— 


ROBERT HOUGH 


Proprietors : 


"LIMEHOUSE PAPERBOARD MILLS LTD., 
Hough's Wharf, Narrow Street, 
oo Limehouse, E.14. 


elephones: EAST 5632 (three lines) ; 
2852 a es 


a 2 COMBINED STATIONERY | 


FOR RECEIPTS. AND 
ACCOUNTANCY | 


A novel form of receipt book which has 
many applications. has just been put on 
the market. It is adaptable to every form 
of printed receipt, whether for cash, 
deliveries, stores or other requisitions, 
packing slips or any of the many forms 
that are needed in modern business. The 
general form of sheet consists of twenty- 
five continuous receipts folded to cover 
a loose-leaf cash book sheet measuring 
7 in, by 1:0 in, Special sets are however 


| produced with any number of receipt up 
| to 100 to the page, and also with added 
| bank paying-in shps, fully analysed sum- 


| mary sheets, etc, 
| used for 
|, cards. 


The receipts can also be 
simultaneous SERIE on account 


32 NEW PROTECTIVE 


FACTORY WALL DESIGN 


"Recent developments in protective wall 
des for factories" the title of a 
recent memorandum issued by the Clay 
Products Technical Bureau of Great 


35 


Britain, 


| walls.” 


“It is not practicable to apply strength- 
bafile 
“but 


ening methods to existing 133-in.. 
states the memorandum, 


_ where it is considered that the personnel 
, and machinery involved really require a 
| very high degree of protection, the demo- 


| lition 


of non-reinforced work must be 


| carried out and its place taken by rein- 
| forced structures such as these described 
| in the Ministry of Home Security's Circu- 
| dar Cork.” 


————— 


articles of equipment on the market. 


The memorandum them gives compara- 
tive figures of the estimated current cost 
| of work in London. 


(Gu NEW B.S. GOGGLES | 
SPECIFICATION | 


The need 
standard for eye protection devices is 
evident from the number of unsatisfactory 
| The 
British Standards Institution have issued a 
specification for spectacle type goggles 


_ used for protection against flying particles, 


Curiously enough the publication makes 
no mention of safety-glass, the use of 
which is overwhelmingly. more effective 
than the standards of strength laid down 
here, The establishment of 
agreed pue. is to be welcomed and 
should be adhered to. 


34 NEW HOSE MAY 
REVOLUTIONISE FIRE 
FIGHTING 


A new type of hose, 11 inches in dia- 
meter, as opposed to the standard hose 
of 33 inches, has been tried out in London 
recently, It can project eight times as 
much water as the ordinary hose, 

Home Office experts saw the new hose 
in operation, and there is every hope for 
the success of experiments which are now 
being carried out on the apparattis, 

Should the experiments prove successful 
the new hose will revolutionise. fire 
fighting, for one hose will be capable of 


j doing the work of several.sets of standard 
| hose. 


for some sort of minium - 


generally» 





and 


Readers are invited to make 
use of this valuable . nfor- E 
mation. The | name and 
address of the manufacturer of 
any product described may be | 
had on application to the - 
Editor, BUSINESS, White- 
friars House, Tallis Street, 
London, E.C.4. To simplify 
your request you may refer to 

the items by number only. 


Manufacturers and distri- 
butors are invited to send com- 
plete information about their 
new products for inclusion in 


this feature. 


35 STATIC-DISSIPATOR FOR 
MOTOR VEHICLES 


Grounding chains which drag noisily 
behind oil wagons to get rid of the static 
electricity that builds up in almost any 
fast-moving rubber-tired vehicle can be 
replaced with a new noiseless statis dissi- 
pator. lt is a Işin. strip of tough con- 
ductive rubber fabricated in 30 in. lengths, 
and equipped with a metallic eyelet for 
cuick attachment, 


7 36 SYNTHETIC RUBBER 


SPONGE 


A EE N sponge rubber is a new- 
development which has practically the 
same resilience as natural rubber sponge, 
plus resistance to oil, grease, and other 
solvents and an ability to withstand higher 
temperatures, During manufacture sodium 
bicarbonate of a similar “blowing agent" 
is milled into the material. The chemical 
gasifies during vulcanisation d the 
characteristic air spaces, 


3 THEATERS TO WARM FAC- 
“TORIES AND SHELTERS 


one range -of heaters designed for a 


v heating: capacity of from 5,000 to 15,000. 
cubic feet are available for new shelters, ^ - 
and for shelters where no heating facilities. 
have yet been installed ; 


also for factories 
and other premises. 
These. heaters combine economy with a 







minimum ^ of  attentia exactness and 
simplicity: of có ith robustness in 
construction, ~ e designed to burn 


coke which is smokeless, and consequently 
the chimney pipe does not require cleaning, 
excepting where bends occur. 

The fuel cost (based. on coke at 40s. a 
ton) for 24 hours is from 33d. for the 
5.000 cubic feet heating capacity, to 8d. 
for the largest. Th E i8 are from 
£ 125. to 0 £43 537 E 

















One Machine does the work of Two 


Continuous Form Billing in addition to regular typing 


Your typewriter actually does the work of two machines 
when with *''Fanfold" Continuous Form Adapter, 
because the many time and mofiey-saving methods of the 
Continuous Form Billing Machine are added to all the 
advantages of regular typing. 


used 


"Fanfold" Continuous Forms typed over our Attachment 
effect savings in Billing time and costs, ranging from 17%, 
to 75%, without affecting the operation of the typewriter 
for regular correspondence and other purposes, 


"Fanfold" Adapter places no strain whatever upon the 
typewriter carriage; because of the very simplicity of con- 
struction and operation there is nothing to get out of 


anfo/ 


TRADE "VAT 


4 
NORTH CIRCULAR ROAD, LONDON, N.W.2 


Telephone : GLAdatone 5477 (3 lines) 










SAVED by an 


ALL STEEL LADDER/ 


Prepare for further fire 
blitzes, To reach a blazing 
loft or take the place of a 
burnt-out staircase an ASRO 
is a godsend, Also useful in 
house and garden, Very 
strong, green enamel, closes 
up small. 


GUARANTEE 5 YEARS. 
Order early, please. 





Sit, bins, ext'ng to 9ft. Dins. 38/3 
5ft. Sins. » .» Ot. Oins, 44/. 
6ft. 3ins. » n Hift 0ins, 49/- 
6ft. 9ins. » n,» 2t. 3ins. 51/6 


(including Purchase Tax) 
Special shelf-bar type for 


Faetories, Warehouses, 
Stores, and Shops: 


oft. 42/- 11ft. Oins. 52/9 
10ft. 47/9 12ft. 3ins. 55/3 
(including Purchase Tax) 
At Barkers, Timothy Whites & Taylors Ltd., 


good Ironmongers, or direct from makers e 
(carriage 2/9. extra). — 


To ensure immediate attention please give a 
reference ALR/B, 


ASH & ROGERS, BENTLEY LANE, WALSALL 


AS RO ALL STEEL 


LADDERS 
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REQUISITION BOOKS 
DELIVERY BOOKS 
ORDER BOOKS 
RECEIPT BOOKS 


INVOICE BOOKS 






POSTCARD BOOKS 





One of the bread and 
butter lines in any business 
these duplicate books. 


Wilkes make them in fives 
and tens for the smaller 
man, and in hundreds and 
thousands for the big users, 
specially printed to your 
individual need. 


JAMES 
WILKES Ltd 


MOXLEY RD. WORKS, 
BILSTON: STAFFS. 


Duplicate, triplicate. quad- 
ruplicate; sewn, stapled, 
limp bound or stiff covers, 
there's a Wilkes Duplicate 
Book to suit your every 
need. 


THIS ACOUSTI-BOOTH IS A 
ZONE OF SILENCE FOR YOUR 
TELEPHONE 


Put a Burgess Acousti-Booth in your 
noisiest shop and you'll be amazed 
at the “zone of silence '' it provides. 
Noise will not interfere with your 
telephone service if your shop phones 
are in Acousti-Booths. 
These booths have no doors, yet they 
are quiet inside because factory noise 
is soaked up by patented sound-absorbing walls. Hundreds of these 
doorless booths are in daily use in all kinds of factories. Easy to keep 
clean—no maintenance. Write to-day for Bulletin BP 131/B, 


BURGESS ACOUSTI-BOOTH 


BURGESS PRODUCTS COMPANY LTD. 


Acoustical Division, HINCKLEY, LEICS. Phone: Hinckley 700 (3 linea). 
London Office: 72, Horseferry Road, S.W.1. Phone: Abbey 1868. 


Scottish Representatives: R. McCartney & Co., 142 Queen $t., Glasgow, C.1. 
— ——— | — ——Á DÀ 
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area, but even for the provision of 
buses to and from the local town and 
its cinema. It is surprising that “better 
stock-keeping" should rank so low in 
the list but this was probably included 
in the item "better progress control" in 
many cases. 

Among the additional ideas suggested 
is "closer inspection of work at ever) 
stage," If this avoids some of the mad- 
dening delays caused by rejection of 
"passed" work by Government inspec 
tors, the increase in finished output 
may be considerable. Here again it 1s 
the training of the company’s inspectors 
and viewers which is vital. But in 
many cases it is difficult to find someone 
who can really explain the decimal and 
metric systems so that girls can quickly 
become familiar with them. The art of 
teaching .as well as knowledge of 
engineering or figures is called for here. 

This survey may help some readers 
by showing where an ounce of extra 
directive effort may best be repaid. 
Latest practice for securing improved 
results in most of the directions indi- 
cated will be found scattered through 
out this and previous tssue. 


bd 

Don't think vou are being unpatriotic bv having good lighting. Water x xia Ao op Foils Gas 
You can enjoy good lighting by veins Royal "PEdisivan Coide Councillor T. F "rm ie Hull, lias beer! 
Coil Lamps; they give up to 20% more light without con- busv for many months pel fecting a device 
suming any more current. which provides 4 watet spray screen fe 
Voltages 100/130— 200; 260 buildings and thereby renders them gas 

40 watt Pear! 1 7 75 watt Pear! 1/10 proot, l 

wo a 7 100 » „n 2r Che device is in the form of a patented 


brass no2z7le which is hxed to water pipes 
fastened to the outer walls The nozzles 
can be so manipulated that they produce 
a screening spray of water of whatever 
ctrength 1s desired, 

They give a flat spray 15 teet in circum 
ference, end buildings are thereby 
shrouded in a curtain of water which 
prevents poison gases trom entering thi 
windows ot doors of the building. 

Not only does it prevent gas trom 
entering the building, but cleanses the 
walls at the same time, washing away any 
eas which may otherwise linger on the 
brickwork 
THE EDISON SWAN ELECTRIC CO. LTD. 155 CHARING CROSS ROAD, LONDON, W.C.2 The water runs inte the street drains 

97 and the work of the decontamination 
squads is half done, The nozzles work on 
a lotv water pressure and can be connected 
to ordinary household taps. 


INSTANT ACTION. . « 


ROOF-SPOTTERD 2252555: 


* Under present conditions, we can only cater for those firms engaged on Government work, 






This installation gives the perfect way of transmitting the Roof-spotter's warning and also announces 

the return to work with the minimum loss of time. The same installation broadcasts music, a wonderful 

antidote to fatigue, and will locate any executive urgently required. Information, demonstration, survey, 

Box-type factory estimates, or rental terms—free on request. Twenty-five years’ experience at your disposal in manufacture, 
speaker installation and maintenance. A test gladly arranged at your own works, 


DICTOGRAPH SOUND INSTALLATIONS CONTROL OF STAFF DURING AIR RAIDS - MASS 
i tun ADDRESS TO EMPLOYEES - ACCIDENT, FIRE 
(Dietograph Telephones Limited; saca epit occae. mina 


ABBEY HOUSE, WESTMINSTER, S.W.l, 466 5672 13 mes). WARNING DETECTOR - STAFF LOCATION 
AND MUSIC IN FACTORIES 





Branches at BIRMINGHAM * MANCHESTER * GLASGOW + LEEDS * NEWCASTLE * BRISTOL > CARDIFF 
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to Plan Factory 


| “Welfare, Society - 
ANNING menus 


s is the. best method for most | 
works’ canteens as the quantities of cheese | 
and jam, for example, can then be used 
more profitably, 


he meat ration allows three meat meals 
koo r A small portion of roast or 
boiled - meat. Page iere by other body 
| | ds, eg. oatmeal dumplings, 
ine. a portion of peas or beans 
third vegetable, or included 
ng. 2. An entree, such as 
th kidney if possibl e) The 
int available is below the required 
food va alue, and should have at least 1 oz. 
(dry weight) beans per portion added: 
ns these c can be cooked, and minced and used 
UM Unos 3... The. third 


on a four week | 















—( 











made into a- rechauffe dish with a little | 
fresh mince added. Use some liver or | 

. offal if possible as this has excellent food | 
value and even small amounts are useful | 
and should be divided equally among the 
customers, Fat bacon, well rendered and 
crisp, can be added to the minc e, and oat- 
meal should be used as well A pudding 
-containing a high percentage of milk, 
should. follow. i 


| 
What to Do When the Meat Ration. 
is Exhausted 


| 


If great care is exercised the fat ration | | 
~ allows fried fish and. possible chips once | 
a week, and this is always popular and | 
worth. drying to. keep. Use oatmeal or | 
^ wheat-meal crumbs for coating the fish, | 
^or use wheatmeal flour in the batter. | 
The fat ration is, I think, the most | 

| 
| 
| 
| 


Éi 


dificult to stretch, and full advantage | 
should be taken of any additions such as | 
dripping and fat American bacon. If a 
meal contains a proportion of fat, the body 
is sustained for longer, because fat is 
ly digested, 
"On the fifth day another fish dish can 
be served two or three times a month, 
and oily fish such as herrings or tinned 
salmon should be chosen, or a proportion 
included with the white fish in a fish 
.'"€ake or pie. Vegetable flan, pastry made 

with wheat meal flour and some grated 
raw potato is another suggestion. The 
filling should contain plenty of pulse 
vegetables, and, 1f available, scraps of 
minced bacon or meat, and be served with 
a meat flavoured gravy, A pudding con- 
taining milk should follow. 


Sugar looks: like the biggest difficulty, 
"because so many. people miss it, and are 
iard to convince that it is not an essential 
faod, The allowance would only make 
nt puddings a week. A third 
jade with the ration of jam or 
- diluted with cornflour 
“out. When obtainable, 
| ald be used, the best 
eing to use balf sugar (to give 
ergy value) and half substitute 
eetens only), Sometimes work- 
ould consent to having tea and 
$ Serv ed without sugar, and this 
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gives the cook an extra supply for cooking. 
Carrots and marrow are useful for adding 
to stewed fruit, they help to sweeten and 
give bulk. Semolina (not often a 
favourite) has good food value and should 
be used to thicken fruit juices for flans 
and purees. 


Soup, and maybe dumplings, could be 
served as part of war-time food, and 
should include plenty of root, pulse and 
green vegetables (including tough outer 
leaves) and be made with potato or greens 
water. Grated raw carrot, chopped par- 
sley and watercress could be added just 
before serving. 


Providing breakfasts is a problem 
experienced by many firms. An existing 
works canteen is entitled to a ration of 
bacon (1 lb. for 28 breakfasts) where 
breakfasts have to be served, 


DUPLICATOR CO. LTD. 


ASTOR HOUSE, 
LONDON, W.C.2 


Hoth. 4 
MAKERS OF BRITISH DUPLICATING EQUIPMENT FOR so YEARS | 


E 





devised. E “fit 








wuplicating Mais done 


For. nearly 50 years the rest 
| and s sc tific perso 











| of Duplicating i Machines 
ying prices from the sm 
Flat Bed Model to the Automat es 
Self-feeding iR | 
























DUPEIGATIN NG INKS 
STENCIL PAPER. 


Ellams Carbon. Papers achieved - pop 
larity some forty years ago 

were thefirst Carbon Paper E o 
World to be clean to handie and ur 
smudgeless in operation. poe 




















To-day these things are taker dor 
granted and the outstanding attribute 
which causes so many users toii sist on 
Ellams Carbons is Economy =. | 
cheapness in first cost but Le 
you can use Pis time an 







desser quality (alt 9^ ‘nots 
less in price) have had their day. 


Wiite for full information. 





ALDWYCH, 


5365. 


EUM 





GIVE WORKERS. THE BENEFIT ¢ OF 
DAYLI IGHT E 

N offices and in factories and work- 
shops which are not working at 
night, it is worth while taking. down 
the whole of the blackout fixture | 
to give workers the benefit of the” 
utmost daylight. op 
To leave up the fixed part to save th 














labour of taking it down is falseco 
economy. » 
We regret that, owing to a printer's 


error, the illastration in the advertiser 


of the International Cain Counting 
Machine Co. Ltd, of College Road, 
Cheshunt, Herts, on page 27 of the 


November issue of Busine 88, WAS printé 
upside down. 


















"THEIR. DESKS 
( Continued from page 16) 





ing a letter. 
the right of way over other connections. 


desk a signal leaves an automatic 
memorandum of the call On the 
| executive type instrument the buzzer 


off and incoming calls indic: ated only by 
signals. 
The ordinary, everyday use m anter- 







systems of the dial type is too well- 
: know n and too obvious to need review. 


| In their use there are many of the 
. possibilities already mentioned. There 


| must be space provided for the auto- 
matic switching equipment, . 


Accur: ate Reproduction 


| So much for the ubiquitous telephone. 
; Closely 














allied to it are special type 

us "e the Govern. | devices such as call bells, electric 

ing for! i authorising. systems, automatic produc- 
s men on the job... tion reporting. systems, and “hers 












( away” under their hands Almost. every. special. need. Tein 


provided for by the de 
special type of equipment 
mitting information. a a 

Startlingly dram: atic. in its i : 
possibilities is a device of general. use- 
fulness—teletype machine. "The instru- 
ment itself is well. "known. Tn 















5 of ng at hands. | 
ring, in another way, what: Kardex has been 
preaching for years--that big output i& hy no 
“means just a matter of big plant. 
Tie vital element of control.-control of 
^ materials, control of stock, control of assembly, 
ooe gontrol. of nan power- ister the output 
ef any unit. 
es “With Kardex control no administrative defect 


that there shall be no other stoppage. This any aes machine ae is- R 


de no time for idis machines „~ Or for alibis. 


| private—usually leased—wires. 


branch offices were connected. 


| thus connected. 


Send.for Brochures giv- 
ing convincing details of 
our claims, to Dept.356: 


Conferences May Be Held. by 
Telewri ter 


| with the teletypewriter as with 
telephone ; 


several branch offices, custoniers, 


service has been found useful 
| releasing price quotations, 
reports, and similar data. 







8 = NA | AY 


SON equipment 


completed ` 


is 


mM——— 


should be checked to see that rentals, 
tolls, service charges, maintenance and 
Tan costs, interest and depreciation 
on investment, cost 'of space, and 
similar invisible items are included if 
appropriate, as well as the more” 
| obvious charges, © 


FORest Hill 2251/3 
T. 265a Lordship Lane, Dulwich,S.E.22 


re Fra AAA See PAR P Ret rera a ritmo ti ara oir pam 
Merritt n tirar PL aane 


Executive calls receive 


If the person called is away from his. | 
that signals incoming calls may be shut - 


ior and. intercommunicating telephone | 


* 
* 


| How the Telewriter Can Help by 


cen and: of . course, 
^ pof paper and metal labels 


appearance and operation it is like du oe 


et m Linder delays are unaveldahie i - war time. | typ ae Des Messages. typed. - on ne | 


Conference circuits may" be set up — 
the | - 
information may be sent to 
Or | 
other stations at once. Such oe 


“market 22 


Before the study of- communication UN 





should =- 


include comparisons of m between A 


BUILDING the various solutions of the problem. | ^. 
CONTRACTORS Such comparisons should be carefully 

i studied. Some types of equipment bear | 

R EINFORCED only monthly service chargés; other 
CONCRETE types are purchased outright. Estimates | 


Ait cerebri 





Windows 
a n d. Hoardings 


Easy to apply 
Brilliant effect — 
. Lasting. Service 

_ Any Size or Colours 


x * * 


. ; Thanks to "TRAPINEX" Paint Transfers (Patd.) 
Ee Ativertisers càn now apply thr advertisements 
: | direct: on. to: poster and van sites, shop. windows, 
| mirrors, ‘air-raid hóardings, etc. in brilliant rehet 
: colours which cannot fail to catch the eye of 


| passers-by, The most effective and inexpensive 
| means of maintaining brand goodwill. Idea for 
, Export, saving pom CHAERAS and valuable cargo 


| Spate— - 


use in lieu 
on 


for 


equi ipment. 








JON FOR: SPECIMENS — 
| TRAPINEX LTD., 8 Commerce Works 


| 43 Commerce Rd., London, N.22 
| ÓMÁÀ PARK 2659 NEED 
5 am 
g 





WORKS SEATING 


Teletypewriters were first used e. | 
| commuünication within.a company over | 
The | 
| head office of many companies was thus — 
connected with the factory, or principal - 
: “Within | 
| factories production departments are | 


| immediate Fron 








~“ KEMCLO” STOOL 
as illustrated 13/- delivered; 
18/6 with Back Rest. 


THE 


; Model 2—Extra large compartment and 


| special seat 25/-. 
| Model 3--with Sponge Rubber Seat 30 






A ON 
; LOCKER COMPARTMENT UNDER SEAT. (hinged 
i Po to form cover). 


OKCAN BE CONSTRUCTED & MADE TO 


CUSTOMERS" OWN HEIGHTS &. 'SUGGESTIONS. 


*KEMCLO' HARDWARE Co. 


| 95 Netherwood St., London, N. W.6. 
l a Vale 1331, 
















ith’ ide y ductus inthe | 
e of M DU aliowed for | 














y ‘have in lari been forced 
lie space available for adver- | 
. In most cases a definite limit | 


DRAWINGS - MAPS - BLUE PRINTS - DOC 
is accepted Bg ses cham -CAN BE COPIED ED THIS | 


a of the: extent of this space |. i 
es it: ted No Dark Room 
ystem may be gathered from ne increasing. demand necessita by o focus. 


We N 
the fact that few newspapers will now the War. effort. upon industry's pers Ne MUN 


| sonnel, applies in the first. place’ to 
accept any advertisement larger than the Drawing Office, The Ruthurstat process j 
TI in. across two columns, while many 


certain factories. reducing eighteen months’ t; LH 

impose an even stricter limit of 8 in. || of Engineers’ Drawings to six weeks', at a cost of 
‘oss two columns. i| £1,500, as against £4, 500, In addition to dts . 
To meet these new conditions adver- | importance to the Drawing Office, it serves as Ho 
have been. compelled to adopt M general utility unit, Witétusperiuant with the whole- 
echnique in preparing their | | 


organisation. 

yout which 
: ‘ge spaces can 
obviously, still be employed with 
"ibdces, “the maximum of which was 
but a small fraction—often as little as || 
one-tenthi—of. that. customarily used. dn 
pre-war days. ^ ^"^^. i 


Hali-tone blocks, it "Bak ida toihd 4h gett ; 

hàye not the successful pulling power: 

in small spaces they had in large ones. 

"On the other hand, line blocks have 

been able to make up for what the half 

tone has lost and are heing inc reasingly 

used for illustration purposes. That 

this particular point has been proved ij 

by long testing, will be seen from a L 

cursory examination of the Saturday 

bargain advertisements in any National 

daily newspaper. The majority of these 

- are illustrated but practically none of 

c them use ;half-tone blocks. for the. 
purpose. | 

| Possibly the most adi ase iS. 

< inthe style of appeal, With large | 

spaces, an advertiser was able to treat | 

with as many as a dozen different lines | 

in the one advertisement. "Today's | 







































































The strain faced on. " executives in 
relation to Government. A Tenders, 
Contracts, etc quire n 
Jaborious E 
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reduced to 30 n 
hs tracing reduced tc 


req SP meten peel vato e eter h dee ett OCA A OE 


RD EET 


orte 


restricted spaces hav € led to one adver- 
tisement being used for one. Or, at the 
«most, tv y Mines. This, again has been 
p prove long usage in the same 
manner as. the line block for small 
spaces. bd 







WE CAN ARRANGE COLLECTION OF 
ANY QUANT! ITY, AND. Pay YOU THE 


Arlington Works, Arlington Road, 
i ST. MARGARETS, EAST TW CK 
Telephone: POPesgrove 5577 & 5151. 


Also at Devizes Road, SWINDON, Wilts. 
i Telephone: SWindon 302, 

And Roses Wharf, West Ferry Rd., MILLWALL, LONDO N, 
Telephone: EAST 3421-23, 





From. 6h 























































M Becoming  Stabilised 


(Continued from page 26) 
| this is a poor result for so much effort, 


| Had the energetic Captain Lyttleton 
| remained in command at the Board of 
| Trade, some of the industries would 
have been handled a good deal more 
: drastically. 


D absorbed firms may not be able 
to regain their business after the war. 
| Where it has retained its sales organ- 
isation, its future must depend on the 
| business aval lable, on the des of 
sales and design ability possessed by the 
| directors. 
| Urgent need is a concentration 
scheme for the insurance, banking and 
other service industries and for the 
| ae plenae ane retail trades. 
| a matter of time. 


: pais are e Trickling Back to Their 
| City Homes 


CANT EENS 
FACTORIES 
| OFFICES, ETC. 






ud mentioned last. month that certain 
| new trends in f ulation and buying 
power were becoming. evident up ind 
| down the country, U Tnhappilv the 
| no question that more and more people 
iare trickling in from the country to the 
| cities, from the outer suburbs to the 
inner suburbs. — - 
(The chief 
blitzed towns. 
in population is surprising. 
MEO hE aa eb IRURE teat | manufacturers Ar th eir 
seem to be unaware of it. 
| There is no reason for this, since 
| their travellers are perfectly able to 
| supply evidence from the shops. 









The Great Metropolitan Flooring CL? 
73 Kinnerton St. SWI. Sloane 0047(7 line) exceptions are badly 
PEREA ca In some of these the fall 


But many 


PITMAN’S FOR THE BEST 


| -— | | The second néw habit 1 mentioned, 

BOOKS ON BOOK-KEEPING | that of shopping at the m shop 

f | rather than E the biggest and’ most 

| interesting shopping. centre seems to be 

NEUES II nation wide. Both at Bristol and 
PITMAN'S for BOOKS , Edinbur; eh there. is evidence that the 
on MANAGEMENT housewife is shopping less at the 

aim central city shops, more in her own 


| suburb. Evidence is available in the 


Govern ment 


| Even : 
| to Save Paper 


PITMAN BOOKS : 
are Learning 


mean EFFICIENCY | 
TETTE RT CI There is an interesting 


Committee on National Expenditure 
| which shows that at least efforts are 
| being made to reduce red tape, to co- 
| ordinate orders, to reduce forms. 

I cannot refrain. from quoting this 
grave statement . 

"The Ministry of: iungi has discon- 
| tinued twenty forms, decided to call tor 


“SERVICE 


recognised experts and suppliers to 
dix 


ical. Authorities &nd Government Pri 


t actors throughout the 
requi | fourteen less frequently and has 
mplified six. 
‘The doctor does take his own 


eet pum onm 


mbet all AR P. requirem fe: ài 


T send Enquiries to. Head "Oi 
4 Lisle Street, London, WG. 
Telephone: QERRARD 





Aa Shop-Sales : Xe 
| [n fact it is a ereditable performance. 


The danger now 1s that some of the | 


its arrival 


saree EUER An are REPRE 


wholesalers | 


| fall of ration books for the’ city areas. 


| De partments 


i dicine—but_ why not the full dose? 


| prices 


paragraph. am. 
the twenty-first report “of the Select E 


| "A Large. 


| Sgcox DHAN I 





RATE—2/6 a line (avera z j. 
Minimum 3 lines costing 7/6 ; each additional tine 
or part of a line 2/6. Box No. counts as one line 
and i5 to be paid for; replies are forwarded fres 
T charge; 2j9; discount for 3 insertions, 894 for 
8, 1095 for i2. Payment with. eder for single 
insertion. 





MISCELLANEOUS 


The Proprietors of Letters Patents Nos, 351 n 
; 5 31 623 ana dl, dh relating tio cale ulak 













ander ibe 
able terr p 
same at 1 pex ed 


Engquiries to 





and n uH) v. 
be od to Craikshank and Fairwenather. 29 
Sonia pen. - Jine ngs, Londen, WOS 











493,038 relating to cash — registers. adding — or 
accounting machines, or like caleniating apparatus 
desire to grant licences under the Patents to 
interested parties on reasonable terms for the 
purpose of exploiting the same and ensuring its 
ín eammercial devel opment and practioal working 
in country. Enquiries to be addressed ko 
Cruikshank ari Fairweather, 29 Southampton 
Buildings, London, Wo, ` 





OFFICE EQUIPMENT FOR SALE 


Selection of Ex-Government and 


OTHER. STEEL AND WOOD OFFICE FURNITURE, IE- 
| CLUDING Firaye CABINETS, DESKS, CARD INDEX 
| CABINETS, ETC, ALSO PLAN CABINETS, NEW AND 
AT. 


LOWEST . PRICES. —WRITEO FOR 





n MÀU ESSERE ntium anginan 


Roneo Addressing ‘Machine (motel 10) good con- 
Arene filles, stencila and cards. 








ition, he ard yx ze; n 
£12 lot. Ap] xy. Baker, Midworth Street, Mansfield, 


TIME RECORDERS 


Staff Time Checking and Job Costing Time 
Recorders (all makes) for quick cash sale, exceptional 
condition.--Write '"Betarcol'' Box 348, BUSINESS, 
Wane ate House, Tallis Street, E.C.4. 








tly wanted. 
Dang, 119° ted * 
 HOLborn 2584. 





Office Furniture ad Safes 
paid. Send  deseription 
Holborn, London, W.C.2. Tel. 





rie meine 


Must. e. in  frst pou. con. 


Comptometer wanted. | 
Whitefriars House, 


dition. Box 327, e/o BUSINESS, 
Tallis Street, POL 


eet "MoCaskej “Register 3 for. . 220 ) aes. Aiia B 
146 preferred. Must he in good condition. pen 
Bros., Frenshüim,. Surrey, Phone 450. 





- Give One Penny ‘each week Í 
to help the RED CROSS 


care for the wounded. 


scheme where you work, 
a postcard to the Lord Mayor of London, 
E.GA, for full details. 
Journal for the free gift 


e start a *Penny-a-Week' 
Send. 
^ Mansion. House, 


Red. Cross thanks this 


of this ‘annoangement.:, 












REGINA 
PCALGARY 
EDMONTON 
| VANCOUVER 









The Proprietors € of latkerà Patents Nos, 493. 799 and 







~O reduce absenteeism through Winter 
Colds, Flu, etc., toa minimum among 
factory staff, it is necessary to supplement 
general preventive measures by adopting 
prompt and really effective treatment for all 
individuals who develop the first symptoms 
"of a Cold or Influenza. 


Such a method is now available in the 
"well-known ‘Two-Way’ Treatment with 
T.C.P. Antiseptic. Experience in large 
Works over several Winters has shown that 
this treatment, if given promptly, will check 
a Cold'or early Influenza in approximately 
90% of cases. What is equally important, the 
patient can come to work next day with 
very little risk of infecting others. 


Details of the T.C.P. ‘ Two-Way ' Treat- 
nt are given on the right. Its effectiveness 

ue to its combined action, first as a 
powerful and penetrating germicide in the 
nose and throat, second, as an absolutely 
: safe internal antiseptic. This means that 
< T-CP. notonly clears up the local symptoms 















$ as # ri i an 


of a Cold, but it also helps the whole 
system to throw off the toxins that cause 
feverishness, headache, and general Influ- 
enza symptoms. 


The success of this technique depends, 
of course, on members of the staff report- 
ing at once to the First-Aid Room, immedi- 
ately they develop any signs of a Cold or 
‘throat’. The fact that many employees are 
already familiar with the use of T.C.P. for 
Colds, makgs it easier to obtain their active 
co-operation both in reporting and also in 
continuing the treatment at home. 


To emphasise the importance of this 
prompt reporting, the manufacturers of 
T.C.P. have prepared a series of posters for 
use in factories. Supplies of these posters 
ate available, free of charge, to all firms 
intending to use the T.C.P. method. Samples 
of this material and prices of T.C.P. Anti- 
septic in bulk sizes, will gladly be sent, on 
application to BRITISH ALKALOIDS LTD., 
69, Old Broad Street, London, E.C.2. 





HE MODERN ‘TWO-WAY’ TREATMENT FOR RESPIRATORY INFECTIONS 










All employees are instructed te 

report at the First-Aid Room 

pumediately they develop ary 
symptoms of a Sore Throat, Gold, 
Chill or "Flu. This is essential to 
the success of the method. 


Each man or woman thus re- 
porting is then given the sweli- 
known ‘Two-Way’ Treatment 
with T.O.P. Antiseptic. This consists 
of a thorough throat spraying (or altere _. 
natively a gargle) with T.O.P. Anti- 
septic. Following this, an internal dose 
is given of 2 teaspoonsful ef TGP. 
in one ounce of water. | 





The employee is instructed to 
report dgain at the First-Aid 
Room for a further treatment 
before leaving at might, and ds 
encouraged to repeat the gargle and 
internal dose at home, before going 
to bed, 





a Registers, Calculators; ` Tim 
PHT AND SOLD, g ood AN 


ADDOGRAPH - | HIGHEST PRICES PAID for all FLA. wan ovenso 
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. Office Machinery: » = = "S Lue MUN 
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to add from HL | to £9,909 195, 114d. 
aes La AERIS D Jl 
^id wide paper caring up icators, 
mm ADDOMETER ) pewr iters, | 
is Uu mue Re Benes ~ Steel Safes 


: 0 acy Figures and Feet and Inches, etc. 
vo) FOR. POCKET OR DESK, 
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SYSTEMS 


Ask for Sizés and Capacitles 


USE E ORDINARY STAMPS & 
: 1 SAVE 80% IN POSTING TIME 
Bize. in, Push ded E post, free. TR | " - ES P And let your business-getting ‘letters look 


en onde ring state for what ii like personal lettera with. actual postage 
i ose a 
squired, Also a cheaper pocket Adder for stamps by using the TAPPIT stamp affixer. 


É y figures and Indian money, in case. aA [ESOS E Liat ™ ^ ^» P ~ Cheaper and quicker than a post marker, 
: 30/- post free, all stamps fixed, checked and counted in 
ue one operation. British made and guaranteed. 
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y? Price 
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